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SIXTH ANNUAL REPORT 

OF THE 

BUREAU OF CIVIL SERVICE. 



Manila, P. I., August P, 1906. 
Gentlemen : In accordance with the requirements of section 7 of 
Act No. 5 that this office report annually to the governor-general and 
the Commission its proceedings, the changes made in the civil-service 
rules and the practical effect thereof, and make suggestions for carry- 
ing out more effectually the purpose of the civil-service act, the fol- 
lowing report, covering the iSiscal year ended June 30, 1906, is respect- 
fully submitted : 

CHANGE IN ORGANIZATION. 

Civil-service commissions or boards of foreign nations, of the 
United States, and of States and municipalities in the United States 
are generally composed of three members, a chief examiner, and a sec- 
retary, the last two positions usually being held by two persons but 
sometimes by one. The Commission directs the policy and the chief 
examiner and secretary have charge of the executive work. 

From the beginning the law provided that the members of the 
Philippine civil-service board should perform the duties of chief ex- 
aminer and secretary of the board in addition to the duties usually 
performed by members of civil-service commissions. It had long 
been felt that there could be a gain in efficiency by substituting a 
bureau organization for the board organization. This change in 
organization was originally suggested by Mr. Frank M. Kiggins, one 
of the first chairmen of the Philippine civil-service board, and was 
again presented to the Commission by the acting chairman in July, 
1903, at the discussion of the appropriation bill. On October 26, 
1905, the change was made by the following enactment of the Com- 
mission (the reorganization act) , to be effective November 1, 1905 : 

The bureau of civil service shaU have one chief and two assistant chiefs who 
shall be appointed by the governor-general, by and with the consent of the 
Philippine Commission, and who shall be known respectively as the director of 
civil service and the assistant directors of civil seiTice. Unless otherwise pro- 
vided by this act, the director of civil service shall perform the duties now 
imposed by law on the Philippine civil-service board and on the chairman of 
the Philippine civil-service board, and such other duties as may be required of 
him by this act. The assistant directors of civil service shall perform such 
duties as may be required of them by the director of civil service. The assistant 
director of civil service designated by the governor-general shall perform the 
duties of the director of civil service during the ab^nce or disability of the lat- 
ter. The salary of the director of civil service shall be eight thousand pesos 
and that of each of the assistant directors of civil service six thousand pesos per 
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annum : Provided, however. That the incumbent of the office of director of civil 
service at the time of the passage of this act shall be entitled to receive during 
his incumbency the salary now prescribed by law for the chairman of the 
Philippine civil-service board [f=10,000]. 

The bureau of civil service shall perform the duties and render the services 
now prescribed by law for the Philippine civil service board, except as herein 
provided. 

Upon the passage of this act the chairman of the civil-service 
board was made director of civil service, and the two members of the 
board were appointed assistant directors. Since January 15, 1906, 
the director of civil service has been on leave and the undersigned 
has been acting director. 

The reasons making it desirable to have a board organization in 
the United States do not exist to the same extent in the Philippines, 
where politics have less effect on the civil service. It is essential 
to the success of the new plan that the head of the bureau of civil 
service be a man of high character, energy, courage, and force of 
character, absolutely nonpartisan, and that he have equal weight and 
influence with the chiefs of the other important bureaus. Under 
the above-quoted provision of the reorganization act, future directors 
of civil service will be near the foot of the list of bureau chiefs in 
point of compensation, only two receiving a less compensation; five 
assistant chiefs of bureaus will receive a greater compensation. If 
carried into effect this will undoubtedly lower the prestige of the 
bureau and render the success of the new organization problematical. 
It is believed that the standing of the bureau should not be thus 
lowered. 

EXAMINATIONS, 

During the year covered by this report the examination papers of 
5,293 applicants were rated by this office. It has not been possible 
to complete the rating of the papers of the persons who took the 
teacher and Filipino teacher examinations in June, 1906; these ex- 
aminations are therefore excluded for both fiscal years in the follow- 
ing comparison of numbers who entered educational examinations 
in 1904-5 and 1905-6. 

During the year 702 Americans, of whom 398, or 57 per cent, 
passed, were examined, as compared with 1,198 during 1904-5, of 
whom 681, or 57 per cent, passed ; this was a decrease of 496, or 41 
per cent, in the number of Americans examined. During the year 
2,231 Filipinos, of whom 401, or 18 per cent, passed, were examined 
in English, as compared with 1,753 during the preceding fiscal year, 
of whom 368, or 21 per cent, passed; this was an increase of 478, or 
27 per cent, in the number examined. The slight decrease in the per 
cent of those passing is due principally to the fact that a greater 
proportion entered the more difficult grades of examinations. The 
number of Filipinos examined in Spanish during the year was 1,973, 
of whom 816, or 41 per cent, passed, as compared with 3,555 during 
the preceding year, of whom 1,507, or 42 per cent, passed; this was 
a decrease of 1,582, or 45 per cent. 

From these figures it will be seen that there was a decrease of 44 
per cent in the total number of Americans examined in English and 
Filipinos examined in Spanish, and a considerable increase in the 
number of Filipinos examined in English. The proportions passing 
ire either the same as or slightly less than during the preceding year. 
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The decrease in the number examined is due to several causes: 
First, a revised schedule of examinations held in Manila has been 
in effect, under which only the second and third grade English ex- 
aminations and other English examinations of which these form 
parts have been given monthly; other examinations, some of which 
it was formerly necessary to hold monthly or oftener or in alternate 
months, are now given at intervals of from three to twelve montha 
Second, competitors who fail to obtain a rating of at least 65 per 
cent are not allowed again to enter the same examination within six 
months. Third, applicants, especially those for the Filipino teacher 
examination, whose lack of education or previous failures in similar 
examinations indicate that they are incapable of obtaining a rating 
near that required for eligibility are advised not to waste their own 
time and the time of the examiners by taking examinations. Fourth, 
the reduction of force going on during the first half of the fiscal 
year reduced the number of applicants, owing to there being less 
chance of appointment. Additional reasons are the slightly in- 
creased difficulty of clerical examinations as shown by the revised 
manual of information, a spread of the knowledge that entrance to 
the service from the lower ffrade examinations is obtained only by 
those who qualify with hi^ ratings, the fact that a majoritjr of 
the employees in the service nave qualified in promotion examinations 
during the last five years, and the requirement of a 20-centavo docu- 
mentary internal-revenue stamp for the oath on the application. 

APPOINTMENTS IN THE CLASSIFIED CIVIL SERVICE. 

During the year 593 original appointments were made as a result 
of entrance examinations held in the islands, as compared with 1,003 
during the preceding year. The number of Filipinos appointed from 
Spanish registers was 300, as compared with 565 during the pre- 
ceding year; 174 Filipinos were appointed from English registers 
and 119 Americans were appointed from English registers, a total 
of 293, as compared with 437 appointments from English registers 
during the preceding year. Four times as many Filipinos as Ameri- 
cans were appointed from the eligible registers of this office during 
the period covered by this report. 

The total number of original appointments in the United States 
to this service during the year was 142, including 8 transfers from 
the Federal civil service, as compared with a total of 225 for the 
preceding year. There were also 12 appointments by reinstatement 
made in the United States during the year. The number of teachers 
appointed was 109, as compared with 151 for the preceding year; 
oi the 109 teachers, 26 were appointed as a result of the assistant 
examination. There was a marked decrease in the number of sten- 
ographers and typewriters appointed in the United States, 7 having 
been appointed during the period covered by this report, as oom- 
pared with 22 during the preceding year; this decrease, however, 
was due not to a smaller demand for stenographers, but to the ex- 
treme difficulty in securing eligibles who would accept appointm^ 
to this service at the entrance salaries fixed. Similar difficulty 
was encountered with regard to nearly all appointments in the 
United States, and particularly with regard to civil engineei«, stir^ 
veyors, persons with professional, technical, or scientific qu«lifi- 
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cations for the bureau of science, and expert machinists for the 
bureau of prisons and the bureau of printing. 

The total number of local appointments through changes in the 
classified service (promotion, reduction, transfer, and reinstatement) 
was 2,804, as compared with 2,573 during the {[receding year. The 
number of transfers as shown by the tables in the appendix in- 
cludes only transfers from one bureau to another made on requests 
of chiefs of bureaus, and not transfers of whole divisions from one 
bureau to another due to the reorganization act. It will be noted 
that although there was a great decrease in the number of original 
appointments, there was a considerable increase in the number of 
changes in the service. 

During the year 65 appointments, 51 original and 14 by promotion, 
transfer, or reinstatement, were made in the Federal civil service 
in the islands upon certification of this office; 112 were made dur- 
ing the preceding year. 

TENURE OF OFFICE. 

The decrease in the number of original appointments, as shown 
above, was due principally to a decrease in the number of Government 
employees rather than to increased stability. It must be stated, with 
regret, that there has been no change in the tendency for the best 
qualified employees to resign after from two to five years of service. 
The method that was adopted in reorganizing the Government service 
and reducing the force has tended to instability in the service. Be- 
cause of the impossibility of ascertaining until the appropriation act 
had passed the reductions that would be made in the force, in some 
bureaus new appointments were made up to the date of the reorgani- 
zation, when employees of other bureaus that might have been trans- 
ferred to the vacancies were dropped " on account of reduction of 
force." It is possible that many of the persons so dropped were, in 
fact, more or less inefficient. How^ever, " reduction of force " was the 
reason given for the removals, and as a result there is at present a 
feeling of uncertainty among many efficient employees as to their 
tenure of office. Many employees going to the United States on 
leave of absence fear that when they have about finished their leave 
and are preparing to return to the islands, having made no eflfort to 
secure other employment, "they may receive a cablegram notifying 
them that their services are no longer required owing to reduction or 
jforce, even though they have rendered efficient and satisfactory 
service. This fear is largely unfounded, as few efficient employees 
have been dropped while on leave in the United States. 

The above is not intended as an argument against reduction of 
force. This office is in favor of rigid economy, the employment of 
only the officers and employees absolutely necessary for the proper 
conduct of the public business, and the removal of all incompetents. 
It is believed, however, that the reductions necessary in any bureau 
should be made gradually, by the removal of incompetent employees 
for inefficiency, by making no new appointments, but leaving posi- 
tions vacant^ and by transferring competent employees to other bu- 
reaus in which their services are required. This would entail very 
little additional expense, as, owing to the great number of resigna- 
tions in this service, there is no difficulty in reducing materially the 
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force of any bureau in a short period by voluntary resignations and 
by transferring competent employees to other bureaus in which they 
are needed. An efficient and stable service can not be built up unless 
employees know that if they render efficient service their positions 
or some other positions equally desirable are assured to them. The 
effect of the feeling of uncertainty of tenure upon securing and re- 
taining competent employees apparently is not fully estimated. It 
is constantly growing more difficult to secure well-trained profes- 
sional, technical, and clerical employees from the United States, due 
probably in part to unfavorable reports of the conditions of service 
made by employees returning to the United States. Uncertainty as 
to tenure of office also has much to do with the increasing proportion 
of employees who, after a few years of service, resign and return to 
the United States. 

In this connection the following extracts from the report of Dor- 
man B. Eaton, who, from lS7't to 1879, at the direction of the Presi- 
dent, made a thorough investigation into the civil service of Great 
Britain, are applicable. Eeferring to the parliamentary inquiry into 
the civil service in 1873, he says : 

The committee consisted of 17 members of the House of Commons; and its 
membership shows that the importance of the subject had not fallen in the esti- 
mation of that body. * * * The report, in three volumes, was, if possible, 
even more thorough and searching than those already referred to. * * * 
The special — I may say the only — object of the investigation was to " inquire 
whether any and what reductions can be effected in the expenditures for the 
civil service." * * * While a purpose of promoting direct economy is every- 
where apparent, it is not less apparent that it was regarded as one of the surest 
means of inducing young men of worth to enter and remain in the service, at a 
low salary, that they should feel that their compensation and tenure were not 
utterly precarious, and that their official relations would not be needlessly 
degrading or disagreeable. The authors of the report evidently believe that if 
the surroundings of a man in the minor civil service are not inconsistent with a 
' manly self-respect, and if he is not. liable ever hour to be dismissed upon the 
spite of an official or the greedy claim of a party manager, he is not only more 
likely to be honest and efficient, but certain to be willing to accept a lower 
salary. * * * And here I will rei)eat a fact, emphasized in the inquiry of 
1873 — that where excessive numbers have been employed, it is treated as the 
fault of the government or of its higher officers, for which the nation is respon- 
sible ; and the supernumeraries are not arbitrarily dismissed, but are given the 
first vacancies for which they are qualified. * * * Even when an office Is 
abolished, some provision, as a general rule, is made for him who filled it. And 
I hardly need add that, as a natural consequence, British officials in the lower 
grade — such as doorkeepers and boatmen — not less than the highest, cherish, as 
I am compelled to believe, much kinder and more respectful feelings than are 
found among our officials toward their superiors and toward the public service 
generally. Nor can I doubt that such provisions, by awakening gratitude and a 
sense of duty, advance economj^ and fidelity alike. — (Ex. Docs., 2d sess. 46th 
Cong., vol. 12.) 

SUSPENSIONS AND FINES. 

Under the law and civil-service rules the procedure in cases of sus- 
pensions and fines is similar to that prescribed by the civil -service 
rules for proposed removals and reductions in the classified service-;- 
that is, the employee is furnished with a statement of the reasons 
upon which the proposed action is based, opportunity is given for 
submission of a written answer, and the papers are then forwarded to 
the director of civil service, who transmits them, with his recommen- 
dation, to the governor-general or proper secretary of department 
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for final action. In the mechanical branches of the government serv- 
ice, especially, this procedure appears to be too cumbersome for small 
fines. It is not infrequent for chiefs of bureaus to recommend fines as 
low as 30 centavos to cover cost of material spoiled or wasted by the 
carelessness of employees. In such cases the papers are now acted 
upon by the chief of the bureau, the director of civil service, and the 
secretary of the department, and the cost of the paper work connected 
with the imposing of the fine is often in excess of the amount of the 
fine. The law, it is believed, could well be changed to allow chiefs of 
bureaus to impose suspension without pay for a period not to exceed 
two weeks, or a fine not to exceed one week's pay, without forwarding 
the papers to the director of civil service and the governor-general or 
proper secretary of department for review, and it is recommended 
that legislation to this end be enacted. Opportunity should be given 
the employee, as at present, to present a written answer to the charges 
in order that the record may be reviewed if the employee desires to 
appeal, claiming that he has been unjustly treated. It is further rec- 
ommended that legal provision be made for deduction of more than 
one month's pay and for suspension without pay for a longer period 
than two months, the limits now fixed by law. Experience has shown 
that the present maximum limits for fines and suspensions are too 
low. Provision might also be made for the governor-general or 
proper secretary of department to order forfeiture of leave of absence 
as a penalty where removal appears to be too severe a punishment. 

EXCLUSION OF THE MORALLY UNFIT. 

So far as is known, discretion is given to everybody charged with 
the enforcement of the civil-service law to determine who shall be 
debarred from examination on account of bad character, previous . 
crimes, etc. In other countries, where there are many well-qualified 
eligibles, there is no difficulty in the exercise of the power conferred 
by law or rule, and the decision of the commission or other body de- 
barring an applicant from examination on account of dishonesty 
or crime is never questioned. The Philippine civil-service rules also 
confer upon the bureau of civil service the right to disapprove ap- 
plications of persons who have been guilty of dishonesty or other 
serious delinquencies or crimes. On account of the lack of eligibles 
it is frequently necessary to authorize the temporary employment of 
such persons. They soon begin to agitate for regular appointment, 
and appeal to the governor-general for reversal of the action of this 
office disapproving their applications for examination. In some 
cases their appeals are favorably indorsed by the chiefs of the bu- 
reaus in which they are temporaril}^ employed, as many bureau chiefs 
are concerned principally in securing experienced employees rather 
then in maintaining the character of the personnel. It is stated with 
pleasure that so far no governor-general has ever reversed the action 
taken by this office in accordance with the discretion conferred by 
tRe civil-service rules. Although it may appear harsh in some cases 
to disapprove the applications of otherwise efficient men because they 
have been guilty or dishonesty or similar offenses, the dignity of the 
service can not be maintained in any other way, and it is hoped there 
will be no change in the practice now followed. 



PHILIPPINE BUREAU OF CIVIL SERVICE. 11 

ACCRUED LEAVE. 

The maximum annual liability for accrued leave is nearly a million 
pesos. This is too great a dram on the treasury for the benefit re- 
ceived. The present allowance of three or four weeks' vacation leave 
is sufficient for purposes of recreation in the islands, and compares 
favorably with the annual leave allowed in the United States and 
other countries where no leave accumulates from year to year. When 
accrued leave is used for the purpose for which it was primarily 
intended — to visit the United States — ^great benefit is derived both 
by the government and the employees. Americans renew their 
strength and vigor and Filipinos ^ain a knowledge of American in- 
stitutions and an acquaintance with the customs of the American 
people. The records show, however, that most of the accrued leave 
granted is spent in the islands. It is believed that Act No. 1040 
should be modified so as not to permit the granting of accrued leave 
for use in the islands. It has been objected that this plan would 
result in the practical abolition of the present allowance of accrued 
leave to employees with low salaries, especially Filipinos. This ob- 
jection can be overcome by arranging for free transportation on army 
transports with a charge for subsistence only. The undersigned is 
not in favor of the plan which has been proposed of allowing no 
accrued leave to employees receiving less than 1P=2,400 per annum or 
some other minimum salary. It is believed to be more equitable and 
less subject to criticism to fix limiting conditions for the granting of 
accrued leave which shall apply to all employees now entitlea to 
leave, whether their salaries are high or low. 

OFFICE HOURS. 

In its last three annual reports this office recommended that office 
hours be made uniform in all bureaus and offices, stating in its last 
annual report, " If there were required uniformly throughout the 
service at least seven hours of labor each day, there could be a con- 
siderable reduction in the number of employees on this account 
alone." On October 26, 1905, and March 24, 1906, the governor- 
general promulgated executive orders (No. 29, series of 1905, and No. 
16, series of 1906) modifying civil-service Eule XV by requiring, ex- 
cept during the hot season, seven hours of labor each working day 
except Saturdav and five hours on Saturdays, the office hours to be 
uniform in so far as the varying nature of the work of the different 
bureaus permits, and, unless otherwise specially permitted in writing 
by the head of an executive department or the governor-general, all 
government offices to be open to the public for the transaction of 
business between 8 a. m. and 4 p. m., with a reasonable intermission 
for lunch, on all working days except Saturday, the hours on Satur- 
days being from 8 a. m. to. 1 p. m. During the hot season, from 
April 1 to June 15, heads of bureaus and offices in the Philippine 
civil service, including the insular government, the city of Manila, 
and the provincial governments, are authorized to reduce the num- 
ber of hours of daily labor required of officers and employees to five 
and one-half hours, the office hours to be from 7.30 a. m. to 1 p. ^n. 
on all work days, including Saturdays. The many disadvaiitagjes 
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and inconveniences due to irregular office hours of varying length 
have disappeared as a result of these orders. 

CHANGES IN THE EXTENT OF THE CLASSIFIED SERVICE. 

By the reorganization act the telegraph division of the constabulary 
was transferred to the bureau of posts. Previous to the transfer tele- 
graph inspectors were commissioned officers in the constabulary, and 
therefore were in the unclassified service. By the transfer they were 
placed in the classified service. There was no change in the status 
of the other employees of the telegraph division. 

The insular appropriation act (No. 1416) provided that thereafter 
postmasters at army posts whose compensation does not exceed 
1P1,200 per annum each may be appointed by the director of posts 
without examination. This office was not in favor of this provision, 
believing it to be unnecessary. However, as it applies to compara- 
tively few positions, and as the Commission reduced the maximum 
salary from ?=1,800 per annum, as proposed by the director of posts, 
to ^=1,200 per annum, as suggested by this office, the classified service 
is affected very little. 

On February 14, 1900, the Commission adopted the following reso- 
lution, allowing a messenger in the executive bureau who had never 
qualified in a clerical examination, and who was above the age limit 
for admission to such an examination, to be appointed a " special 
employee " in the executive bureau without examination i 

Whereas it is deemed essential that certain special qualifications be possessed 
by the employee who is charged with the immediate custody of the great seal 
of the insular government, on motion, be it 

Resolved, That in lieu of the position designated in act No. 1416 as " en- 
grosser " in the legislative division of the executive bureau there be, and is 
hereby, authorized one '' special employee " at the same salary, who shall be 
subject to the civil-service act and rules in all regards except as to appointment 
and promotion, which shall be in the discretion of the executive secretary, sub- 
ject to approval by the governor-general ; and further 

Resolved, That a copy of this resolution shall be furnished the bureau of 
civil service for its information and guidance. 

This office recommended that when created the position authorized 
by this resolution be placed in the unclassified service if it were 
deemed necessary to appoint to it a person not eligible under the 
civil-service rules. The position, however, was not placed in the un- 
classified service by act No. 1478, which created it, and the appoint- 
ment was made in accordance with the resolution. 

The deficiency appropriation act (No. 1478) contains the following 
provision : 

Any civilian employed by the chief signal officer, Philippines Division, on 
December thirty-first, nineteen hundred and five, whose compensation in whole 
or in part was payable from insular funds may be transferred to the bureau of 
posts under the same conditions as those prescribed by section twelve (c) of 
act numbered fourteen hundred and seven, except that any civilian so trans- 
ferred to the bureau of posts from the bureau of constabulary or the office of 
the chief signal officer, Philippines Division, who was at any previous time a 
member of the classified service and was not separated therefrom for cause, 
shall be reinstated therein as of date January first, nineteen hundred and six, 
or such subsequent date as the transfer shall have been effective, at a salary 
not exeeedhig that drawn at time of transfer, without regard to eligibility for 
reinstatement In the classified service in so far as concerns the period which 
may have elapsed since resignation of such employee from the classified service. 
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This proviso referred to two persons who had at some time prior to 
January 1, 1906, been regular employees in the classified civil service, 
but had been separated therefrom, and on January 1, 1906, were tem- 
porary employees with a greater compensation than that allowable 
to regular employees with their examination status. The secretary 
of commerce and police approved the recommendation of this office 
that the provision should be interpreted as extending their periods 
of eligibility only, and not as affecting examination requirements 
prior to reinstatement. The effect of the provision, therefore, is to 
render those two persons eligible for reinstatement whenever they are 
able to pass the required noncompetitive first-grade examination, 
without regard to the time limits fixed by the civil-service rule gov- 
erning reinstatements. Had an opportunity been given for recom- 
mendation, this office would have recommended that no legislation 
be enacted giving them special privileges with respect to rein- 
statement. 

The following provision was contained in Act No. 1416 and other 
appropriation acts for the fiscal year 1906 : 

No position or employment autliorized by this act the compensation of which 
is not stated at a per annum rate shall be subject to the provisions of the civil- 
service act and rules as amended, and no privileges of the classified service 
shall accrue to appointees to such positions: Provided, That all appointments 
and separations above the grade of semiskilled laborer tinder the provisions of 
this section shall be reported to the bureau of civil service by the proper 
chief of bureau or olBce, in case of discharge stating reasons therefor. 

Those familiar with the history of the merit system and of the 
ingenuity of its opponents in taking advantage of every loophole 
to escape from the provisions of civil-service acts and rules will at 
once see the possibilities in a provisioji that the civil-service act 
and rules shall not apply to any position whose compensation is 
not stated at a per annum rate. With this provision incorporated 
into law, the only j^rocedure necessary to remove a position from the 
classified service is to appropriate for it at a monthly or a daily 
rate of compensation instead of at an annual rate. In fact. Act 
No. 1416 itself contains several positions, among them an employee 
of the medical school, a telephone clerk, and a sales clerk, appro- 
priated for at a monthly rate of compensation, and a storekeeper, 
an electrician, and other positions appropriated for at a daily rate, 
which by the above-quoted provision are removed from the classified 
service, while a large number of positions of the same grades, involv- 
ing similar duties, are in the classified service. The provision excepts 
the positions to which it applies from all the provisions of the 
civil-service act and rules; many of these provisions, such as that 
disloyalty to the United States shall be a complete disqualification 
for holding office, that laborers shall not perform classified duties, 
and that no employee shall make a political contribution, were in- 
tended to apply to the entire service, ur^classified as well as classi- 
fied. It is probable that, as the attention of, the Commission was 
engaged principally with appropriations, the far-reaching effect of 
this provision modifying the civil-service act was overlooked, as this 
office did not have an opportunity to explain it. This office rec- 
ommends that this provision be omitted from the next appropria- 
tion bill. The undersigned is of the opinion that if it is retained 
in the law in the course of a few years a large proportion of the 
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positions now included in the classified civil service will be placed 
on a monthly or daily wage basis, and thus removed from the classi- 
fied service. It is also recommended that future modifications of 
the provisions of the civil-service act be not inserted in appropria- 
tion acts as riders, but that where necessary the civil-service act be 
specifically amended after recommendation by this oiEce as to the 
advisability of the amendments proposed. 

Very respectfully, Jose E. Alemany, 

Acting Director of Civil Service. 

The Governor-General of the Philippine Islands 

AND THE Philippine Commission, Manila P, I. 
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LAWS RELATING TO THE PHILIPPINE CIVIL SERVICE. 



[No. 5, as amended by acts Nos. 78, 102, 106, 167, 220, 306, 589, 782, and 1072.] 

An act for the establishment and maintenance of an efficient and honest civil service in 

the Phillprpine Islands. 

By authority of the President of the United States, be it enacted by the United 

States Philippine Goinmission, that: 

Section 1. The civil governor, by and with the advice and consent of the 
Philippine Commission, shall appoint three persons to be members of a board to 
be called the Philippine civil service board. The civil governor shall designate 
one of these appointees as chairman.^ 

Sec. 2. No person shall be eligible for appointment as a member of the board 
unless he shall be a native of the Philippine Islands owing and acknowledging 
allegiance to the United States. 

Sec. S. (a) The board shall keep an official roster of all officers and employees 
above the grade of unskilled laborer in the civil service of the Philippine Islands, 
and for the purpose of this roster each head of a bureau or office shall furnish 
to the board the necessary information, in such form and manner as it shall 
prescribe. The roster shall be published at intervals to be fixed by the civil 
governor. 

(&) All heads of bureaus or offices shall cause to be kept an accurate record 
of the attendance of all officers and employees under them who are entitled 
to leave of absence provided by law, and shall report to the board, in the form 
and manner prescribed by it, all absences from duty from any cause whatever. 
The board shall keep an accurate record of such absences. 

Sec. 4. The board shall prepare rules adapted to carry out the purpose of this 
act, which is hereby declared to be the establishment and maintenance of an 
efficient and honest civil service in all the executive branches of the government 
of the Philippine Islands, central, departmental, and provincial, and of the city 
of Manila, by appointments and promotions, according to merit and by competi- 
tive examinations where the same are practicable, and it shall be the duty of all 
officers in the Philippine civil service in the departments and offices to which 
any such rules may relate to aid, in all proper ways, in carrying said rules 
and modifications thereof into effect. 

Sec. 5. This act shall apply, except as hereinafter expressly provided, to all 
appointments of civilians in the bureaus and offices of the government of the 
Philippine Islands, insular or provincial, or of the city of Manila: Provided, 
That persons appointed by the civil governor, by and with the advice and con- 
sent of the Philippine Commission, shall not be included in the classified service 
unless otherwise specifically provided by law. 

Sec 6. The rules to be prepared and certified by the board shall provide : 

(a) For the classification of all offices and employments included in section 
five. 

(6) For the appointment to those offices requiring technical, professional, or 
scientific knowledge, by competitive or noncompetitive examinations, as the board 
shall determine; 

oName and organization changed to bureau of civil service, with one chief 
and two assistant chiefs, by act No. 1407, enacted October 26, 1905. 
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(c) For the selection of members of the police force and of the fire department 
in the city of Manila and of guards at prisons and penitentiaries by competitive 
or noncompetitive examination, or otherwise, as the board, after consultation 
with the military governor and his approval, shall determine. 

id) For the selection of skilled workmen by such examinations, competitive or 
noncompetitive, as may be practicable, and which need not, if the board shall so 
limit them, relate to more than the capacity of the applicants to labor, their 
habits of industry and sobriety, and their honesty. 

(e) For competitive or noncompetitive promotion examinations, as the board 
shall determine. In the competition the board may provide, in its discretion, 
for the allowance of credit to the previous experience and efficiency of the 
applicant in the civil service of the islands, to be estimated by the officer or 
officers under whose direction the service has been rendered, under such 
limitations as the board may prescribe: P^^ovided, That such credit shall not 
be allowed to any applicant who shall not obtain a minimum average per- 
centum to be fixed by the board. 

(f) For a period of probation before the appointment or employment is 
made permanent. 

(g) For the preparation and holding in Manila and in the provinces of 
open competitive examinations of a practical character for testing the fitness 
of applicants for appointment to the classified service, and for the preparation 
and the holding of examinations in the United States under the auspices of 
the United States Civil Service Commission. 

(h) For selection, according to average percentage, from among those certi- 
fied by the board as rated highest in such competition. 

(i) For transfers under limitations to be fixed by the rules from one branch 
of the classified service to another, or from the Federal classified civil service 
of the United States to the classified service of the Philippine Islands. 

(i) For reinstatements in the service under limitations to be fixed by the 
rules. 

(k) For the examination in the Spanish language of all applicants who are 
citizens of the United States and in the English language of all applicants 
who are natives of the Philippine Islands, whenever, in the opinion of the 
board, knowledge of both languages is essential to an efficient discharge of the 
duties of the positions sought. 

(0 For the holding of noncompetitive examinations when applicants fail to 
compete after due notice has been given of an open competitive examination 
to fill an existing vacancy. 

(m) For a thorough physical examination by a competent physician of 
every applicant for examination in the United States, and in the discretion 
of the board in the Philippine Islands, and for rejection of every such appli- 
cant found to be physically disqualified for efficient service in the Philippine 
Islands. 

(n) For fixing age limits of applicants for entrance into the classified service. 

(o) For eliciting from all applicants for examination full information as to 
their citizenship, nativity, age, educaton, physical qualifications, and such 
other information as may reasonably be required affecting their fitness for the 
service which they seek to enter. 

(p) For the employment of clerks and other employees for temporary service 
In the absence of available eligibles or when the work is temporary in charac- 
ter : Provided, That the temporary employment of any person occupying a per- 
manent position shall cease when the board shall certify an eligible who 
accepts temporary or probational appointment. 

(q) The enumeration herein of the subjects to be covered by the rules of the 
board shall not be regarded as exclusive, but the board shall have power to 
prepare and submit to the civil governor for his approval any rules not in vio- 
lation of the limitations of the act which will more efficiently secure the en- 
forcement of the act. 

Sec. 7. The board shall keep minutes of its own proceedings, and on or 
before the first day of July of each year shall make an annual report to the 
civil governor and to the Commission showing its proceedings, the rules which 
have been certified by the board and approved by the civil governor, the prac- 
tical effect thereof, and suggestions for carrying out more effectually the pur- 
pose of this act. 

Sec. 8. The board shall supervise the preparation and rating and have control 
of all ejcaminations in the Philippine Islands under this act. The board may 
designate a suitable number of persons in the Philippine civil service to coii- 
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duct its examinations and to serve aS members of examining committees, and 
wlien examiners with special, teclmical, or professional qualifications are re- 
quired for the preparation or rating of examination papers it may designate 
competent persons in the service for such special duty, after consultation with 
the proper officer, or officers, under whom they are serving. The duties re- 
quired of such persons as members of examining connuittees, or as special 
examiners, shall be considered as part of their official duties and shall be per- 
formed without extra compensation. When persons can not be found in the 
Philippine service with the necessary qualifications for special examining 
work that may be required, the board is authorized to employ at a reasonable 
compensation persons not in public employment for such work, which compen- 
sation shall be paid out of the general funds appropriated for the purposes of 
the board, on its order. 

Sec. 9. The board may make investigations and report upon all matters 
relating to the enforcement of this act and the rules adopted hereunder, and 
in making such investigations the board and its duly authorized examiners are 
empowered to administer oaths, to summon witnesses, and to require the pro- 
duction of official books and records which may be relevant to such investi- 
gation. 

"Sec. 10. The board shall have a permanent office in the city of Manila. 
When examinations are to be held bj^ the board, either in Manila or in the 
provinces, officers having the custody Of public buildings shall allow their 
reasonable use for the purpose of holding such examinations. 

Sec. 11. The head of each office to which this act applies shall notify the board 
in writing without delay of all appointments, permanent, temporary, or proba- 
tional, made in the classified service in his office, of all rejections after the 
period of probation, and of all transfers, promotions, reductions, resignations, 
or vacancies from any cause in said service and of the date thereof; and a 
record of tiie same shall be kept by the board. 

Sec. 12. No person shall be appointed to or employed in the classified civil 
service of the Philippine Islands or in any of the unclassified positions enumer- 
ated in section twenty, except as provided by an appropriation act or a resolu- 
tion of the Philippine Commission pledging an appropriation, or by a resolution 
of a provincial board approved by the insular treasurer, passed prior to such 
appointment or employment. Any person appointed to or employed in the 
classified service by the head or acting head of a bureau or office in violation 
of the provisions of the civil service act or rules shall not be entitled to receive 
salary or wages from the government, but the head or acting head of the bureau 
or office who signs or makes such appointment or employment shall be peison- 
ally responsible to him for the salary which would have accrued to him had 
the appointment or employment been made in accordance with the provisions 
of the civil service act and rules, and payment shall be made, to him out of the 
salary of the head or acting head of the bureau or office by the disbursing ofll- 
cer. No disbursing officer shall pay any salary or wages to any person ap- 
pointed to or employed in a classified civil-fervice position, except from the 
salary of the head or acting head of the bureau or office, as hereinbefore pro- 
vided, until proper evidence is furnished him by the head or acting head of the 
bureau or office that the person has been appointed or employed in accordance 
with the provisions of the civil service act and rules. When the board shall 
find that any person is holding a position in the classified civil service in viola- 
tion of the provisions of the civil service act or rules, it shall certify informa- 
tion of the fact to the auditor and to the disbursing officer through whom the 
payment of salary or wages to sucli person is by law required to be made. If 
the auditor shall find that a disbursing officer has paid or permitted to be paid 
salary or wages to any person illegally holding a classified position, the whole 
amount paid shall be disallowed and the disbursing officer shall not receive 
credit for the same. If the auditor shall find that the head or acting head of 
a bureau or office is responsible, as above provided, for the payment of salary 
or wages to such person and that such payment is not due to the failure of the 
disbursing officer to obtain proper evidence as herein required, the disbursing 
officer shall be directed to withhold from the salary of such head or acting 
head of the bureau or office an amount equal to that disallowed by the auditor. 
A disbursing officer, the head of any department, bureau, or office, or the auditor 
may apply for and the civil service board shall render a decision upon any 
question as to whether a position is in the classified or the unclassified civil 

250b— ()7 M 2 
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service, or whether the appointment of any person to a classified position has 
been made in accordance with the civil service act and rules, which decision, 
when rendered, shall be sufficient authority for the auditor in passing upon 
the account. 

Sec. 13. Any person who shall willfully or corruptly, by himself or in coop- 
eration with one or more persons, defeat, deceive, or obstruct any person in the 
matter of his right of examination by said board, or who shall willfuly, corruptly, 
and falsely rate, grade, estimate, or report upon the examination or standing of 
any person examined hereunder, or aid in so doing ; or who shall willfully and 
corruptly make any false representations relative thereto or concerning the 
persons examined; or who shall willfully and corruptly use or furnish any 
special or secret information for the purpose of improving or injuring the 
prospects or chances of himself or any other person so examined or to be ex- 
amined, of being employed, appointed, or promoted, shall for each such offense 
be punished by a fine not exceeding one thousand dollars or by imprisonment for 
a period not exceeding one year, or by both such fine and imprisonment. 

Sec. 14. Any person who shall willfully and corruptly become the beneficiary 
of an act in violation of the last preceding section shall be punished as pro- 
vided in that section. 

Sec. 15. No inquiry shall be made and no consideration whatever shall -be 
given to any information relative to the political or religious opinions or affilia- 
tions of persons examined or to be examined for entrance into the service, or 
of officers or employees in the matter of promotion : Provided, however, that dis- 
loyalty to the United States of America as the supreme authority in these islands 
shall be a complete disqualification for holding office in the Philippine civil serv- 
ice : And provided further, That no person shall be eligible for examination or 
appointment under the provisions of this act who shall be, on or after the first 
day of May, nineteen hundred and one, in arms against the authority of the 
United States in the Philippine Islands, or who shall thereafter give aid and 
comfort to the enemies of the United States so in arms; this provision shall 
not apply to those persons who were in arms against the authority and sov- 
ereignty of the United States in the Philippine Islands or their aiders or 
abettors prior to July fourth, nineteen hundred and two, who came within the 
provisions of the proclamation of amnesty of the President of the United States 
issued upon said date and who have complied with the terms of said proc- 
lamation. 

Sec. 16. Every applicant for admission to the Philippine civil service shall, 
before being admitted to examination in the islands, take and subscribe the 
following oath before a justice of the peace in and for the province in which 
he is, or before a member of the civil service board, the members of which are 
authorized to administer the same. 

" OATH OF APPLICANT. 

" I, , having applied for admission to the civil service of the Phil- 
ippine Islands, do solemnly swear (or affirm) that I recognize and accept the 
supreme authority of the United States of America in these islands and will 
maintain true faith and allegiance thereto; that I will obey the laws, legal 
orders, and decrees promulgated by its duly constituted authorities; that I 
impose upon myself this obligation voluntarily, without mental reservation or 
purpose of evasion. So help me God. (The last four words to be stricken out 
in case of affirmation.) 

(Signature) " . 

" Subscribed and sworn to (or affirmed) before me this — day of , 

19—. 



The oath of the applicant shall be filed with the secretary of the board. 

Sec. 17. No officer or employee in the Philippine civil service shall, directly 
or indirectly, give or hand over to any other officer or employee in said service 
any money or other valuable thing to be applied to the promotion of any politi- 
cal object whatever, and a violation of this section by the receiving officer or 
employee shall subject the violator to a penalty of not exceeding five hundred 
dollars or to imprisonment not exceeding six months, or both, and upon convic- 
tion he shall be removed from office. 

Sec. 18. No person in the Philippine civil service shall be under obligation to 
contribute to a political fund or to render a political service, or be removed 
or otherwise prejudiced for refusing to do so. Any person soliciting political 
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contributions from public officers or employees shall be subject to the same 
penalties as those provided in the preceding section. 

Sec. 19. In the appointment of officers and employees under the provisions of 
this act the appointing officer in his selection from the list of eligibles to be fur- 
nished him by the board shall, where other qualifications are equal, prefer: 

First. Natives of the Philippine Islands. 

Second. All honorably discharged soldiers, sailors, and marines of the United 
States. 

Sec. 20. The requirements of this act for entrance into the civil service, or 
for promotion by examination, shall not apply to the selection of the following 
officers and employees : 

1. One private secretary to each member of the Philippine Commission, in- 
cluding the civil governor. 

2. Any person in the military or naval service of the United States who may 
be detailed for the performance of civil duties. 

3. Persons employed as semiskilled or unskilled laborers whose rate of com- 
pensation is less than three hundred and sixty dollars per annum. 

4. All employees whose rate of compensation is one hundred and twenty dol- 
lars or less per annum. 

5. Postmasters and customs inspectors whose rates of compensation do not 
exceed three hundred and one hundred and eighty dollars per annum, respec- 
tively, who may lawfully perform the duties of postmaster or customs inspector 
in connection with the other official duties with which they are charged, if they 
be Government employees, or if not Government employees, in connection with 
their private business, such duties requiring only a portion of their time. 

6. Detectives, secret agents, sheriffs, and deputy sheriffs. 

7. Any position in the department of commerce and police the duties of which 
are of a quasi military or quasi naval character. 

8. Chinese and Japanese employees. 

Sec. 21. Vacancies in the position of heads and of assistant h6ads of bureaus 
or offices and of superintendents shall be filled by promotion, without examina- 
tion, of persons in the classified service, if competent persons are found in the 
service who in the judgment of the appointing power are available and possess 
the qualifications required, the intention of this provision being that the ap- 
pointing power may, by virtue hereof, select for appointment from the entire 
classified service the person deemed most competent to fill the vacancy: Pro- 
vided, hoivever, That an examination may be given when requested by the civil 
governor or proper head of an executive department. 

Sec. 22. The persons now employed in the civil service of the Philippine 
Islands whose positions may be classified by the operation of this act and the 
rules herein provided for shall, unless dismissed by proper authority, continue 
in the service and discharge the duties assigned them: Provided, That the 
board may, in its discretion, require by rule that all such employees shall pass 
examinations practically adapted to show their fitness to fill the positions now 
held by them, and that in case of failure to pass such examinations to the 
satisfaction of the board they shall be dismissed from the service. 

Sec 23. The position of teacher in the Insular service and in the municipal 
service of Manila is hereby classified and made subject to all the provisions of 
the civil service act and rules, and all teachers now serving under regular 
appointment in the Insular service or in the municipal service of Manila are 
hereby declared to be In the classified service. 

Sec 24. The rules to be prepared and certified by the board shall not take 
effect until approved by the civil governor, when they shall be promulgated by 
his executive order. 

Sec 25. After the passage of this act no civilian shall be employed in the 
offices specified In section five of this act except in accordance with Its terms: 
Provided, That between the time of Its passage and the date when the board 
herein created shall officially Inform the military governor and the Commission 
that It Is ready to certify a list of persons eligible to appointment under the 
provisions of this act for any vacancy occurring, appointments for temporary 
service may be made to fill vacancies or newly created offices to continue until 
such certification Is made and such vacancies can be regularly filled, under 
the requirements of this act and the rules of the board adopted In accordance 
herewith. Persons so temporarily appointed may compete In the examinationi 
held for regular entrance to the classified service. 

Sec 26. In this act whenever a sum of money Is mentioned It shall be under- 
stood to refer to the money of the United States. 
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Sec. 27. Upon the passage of this act and the appointment and organization 
of the hoard, it shall be the duty of the head of each office to which this act 
applies upon application by the board to certify to the board a complete list 
of all the officers and employees engaged therein, together with a full state- 
ment of the duties performed by them and the compensation received by them. 

Sec. 28. No applicants shall be admitted to the competitive examinations to 
be held under this act who are not either — 

(a) Citizens of the United States; or 

(&) Natives of the Philippine Islands; or 

(c) Persons who have, under and by virtue of the treaty of Paris, acquired 
the political rights of natives of the Islands ; or 

(d) Persons who have taken the oath of allegiance to the United States and 
served as members of the Army or Navy of the United States and been honor- 
ably discharged therefrom. 

Sec. 29. This act shall take effect on its passage and shall be referred to as 
the civil service act. 

Enacted, September 19, 1900. 



[No. 25, as amended by Acts Nos. 301, 329, 588, and 1096.] 

An Act Providing for the appointment and removal of subordinate officers and employees 
in certain departments and bureaus of the government of the Philippine Islands. 

Bp authority of the President of the United States, he it enacted l)y the United 

States Philippine Commission, that: 

Section 1. All appointments to and removals from subordinate positions in 
the. Philippine civil service in offices or bureaus under the executive control of 
the secretaries of departments shall be made by the heads of offices or bureaus 
subject' to the approval of the secretary of the department who exercises ex- 
executive control over the office or bureau in which the appointment or removal 
is made ; appointments to and removals from subordinate positions in all other 
offices or bureaus in the civil service of the insular government shall be made 
subject to the approval of the civil governor: Provided, That heads of offices 
and bureaus may employ and discharge unskilled laborers whose employment is 
authorized by law without the approval of the secretaries of departments or 
of the civil governor. In case there is no head or acting head of any such 
office or bureau, or other office or bureau established by law, at the time when 
appointments to or removals from subordinate positions therein become neces- 
sary, such appointments and removals may be made by the secretary of the 
department under which the office or bureau is established, who shall have 
direct charge and supervision of such office or bureau, and who, or a person 
assigned by him for the purpose, shall have authority to make estimates for 
appropriation, requisitions on the treasurer for money appropriated, and to 
approve all vouchers for payment. 

Sec. 2. For neglect of duty or violation of reasonable office regulations, or in 
the interests of the public service, heads of bureaus or offices are hereby author- 
ized to reduce the salary or compensation of any subordinate officer or employee, 
to deduct from his pay a sum not exceeding one month's pay, or to suspend him 
without pay for a period not exceeding two months: Provided, however, That 
such deduction from pay or such suspension without pay shall receive the 
approval of the civil governor or the proper head of an executive department, 
after having been submitted to the civil service board for recommendation : And 
provided further, That any reduction in salary or deduction of pay or any sus- 
pension without pay as provided for in this section shall Aot affect the right of 
the person thus disciplined to accrned leave of absence, but in the event of his 
suspension from duty no accrued leave of absence shall be allowed for the time 
he is thus suspended. 

Sec. 3. Nothing herein shall be construed to take any of the appointments to be 
made to positions described in section one out of the provisions of the civil service 
act, or to prevent the Commission from revoking action taken under section one, 
or making appointments to such positions, or from making removals therefrom 
of its own motion under the general powers conferred upon it by the instruc- 
tions of the President of the United States. 

Sec. 4. This act shall take effect on its passage. 

Enacted, October 17, 1900. 
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[No. 102.] 

An Act Regulating the salaries of officers and employees in the Philippine civil service. 

By authority of the President of the United States^ he it enacted hy the United 
States Philippine Commission, that: 
Section 1. ♦ * ♦. 

salary clajssification. 

The officers and employees in the Philippine civil service, for the purpose of 
these rules, sliall be arranged in the following classes, and, unless otherwise 
provided by law, it shall be understood that the minimum amount specified for 
each class indicates the annual salary of each employee in that class: 

Class 1 : All persons receiving an annual salary of $3,000 or more, or a com- 
pensation at the rate of $3,000 or more per annum. 

Class 2 : All persons receiving an annual salary of $2,750 or more, or a com- 
pensation at the rate of $2,750 or more, but less than $3,000 per annum. 

Class 3 : All persons receiving an annual salary of $2,500 or more, or a com- 
pensation at the rate of $2,500 or more, but less than $2,750 per annum. 

Class 4: All persons receiving an annual salary of $2,250 or more, or a com- 
pensation at the rate of $2,250 or more, but less than $2,500 per annum. 

Class 5: All persons receiving an anftual salary of $2,000 or more, or a com- 
pensation at the rate of $2,000 or more, but less than $2,250 per annum. 

Class 6 : All persons receiving an annual salary of $1,800 or more, or a com- 
pensation at the rate of $1,800 or more, but less tlian $2,000 per annum. 

Class 7 : All persons receiving an annual salary of $1,000 or more, or a com- 
pensation at the rate of $1,000 or more, but less than $1,800 per annum. 

Class 8: All persons receiving an annual salary of $1,400 or more, or a com- 
pensation at the rate of $1,400 or more, but less than $1,600 per annum. 

Class 9: All persons receiving an annual salary of $1,200 or more, or a com- 
pensation at the rate of $1,200 or more, but less than $1,400 per annum. 

Class 10 : All persons receiving an annual salary of $1,000 or more, or a com- 
pensation at the rate of $1,000 or more, but less than $1,200 per annum. 

Class A: All persons receiving an annual salary of $900 or more, or a com- 
pensation at the rate of $900 or more, but less than $1,000 per annum. 

Class B : All persons receiving an annual salary of $840 or more, or a com- 
pensation at the rate of $840 or more, but less than $900 per annum. 

Class C : All persons receiving an annual salary of $720 or more, or a com- 
pensation at the rate of $720 or more, but less than $840 per annum. 

Class D : All persons receiving an anmial salary of $000 or more, or a com- 
pensation at the rate of $600 or more, but less than $720 per annum. 

Class B: All persons receiving an annual salary of $540 or more, or a com- 
pensation at the rate of $540 or more, but less than $600 per annum. 

Class F : All persons receiving an annual salary of $480 or more, or a com- 
pensation at the rate of $480 or more, but less than $540 per annum. 

Class G : All persons receiving an annual salary of $420 or more, or a com- 
pensation at the rate of $420 or more, but less than $480 per annum. 

Class H : All persons receiving an annual salary of $360 or more, or a com- 
pensation at the rate of $360 or more, but less than $420 per annum. 

Class I : All persons receiving an' annual salary of $300 or more, or a c(Mn- 
pensation at the rate of $300 or more, but less than $360 per annum. 

Class J : All persons receiving an annual salary of $240 or more, or a com- 
pensation at the rate of $240 or more, but less than $300 per annum. 

Class K : All persons receiving an annual salary of less than $240, or a com- 
pensation at the rate of less than $240 per annum. 

4i ♦ 4t * « « * 

Enacted, March 9, 1901. 
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[No. 392.] 

AN ACT Authorizing the employment of persons at salaries lower than those for which 
appropriation is made, and designating persons authorized to administer oaths for the 
civil serive board. 

By authority of the President of the United States, he it enacted ty the United 

States Philippine Commission, that: 

Section 1. The head of any department or bureau may, with the approval of 
the Philippine civil service board, appoint employees at salaries lower than 
those authorized and appropriated for: Provided, That the aggregate number 
of employees so authorized and appropriated for shall not be increased. 

Sec. 2. The members of the civil service board, or any examiner duly author- 
ized by it, may administer such oaths as may be necessary in the transaction 
of the official business of the board. 

Sec. 3. The public good requiring the speedy enactment of this bill, the pas- 
sage of the same is hereby expedited in accordance with section two of "An act 
prescribing the order of procedure by the Commission in the enactment of laws," 
passed September twenty-sixth, nineteen hundred. 

Sec. 4. The provisions of this act shall be effective as of April first, nineteen 
hundred and two. 

Enacted, April 18, 1902. 



[No. 1040, as amended by Act No. 1276.] 

AN ACT regulating the hours of labor, leaves of absence, and transportation of officers 
and employees in the Philippine civil service, and repealing Act Numbered Eighty, and 
all acts amendatory thereof. 

By authority of the United States, be it enacted by the Philippine Gommissiony 

that: 

Section 1. The required office hours of all bureaus and offices in the Philip- 
pine civil service shall be fixed by executive order, but they shall not be less 
than six and one-half hours of labor each day, not including time for lunch 
and exclusive of Sundays and of days declared public holidays by law or execu- 
tive order: Provided, That when the nature of the duties to be performed or 
the interests of the public service require it, officers and emploj^ees may, by 
direction of the head of the bureau or office, be required to work on Sundays 
and holidays without additional compensation unless otherwise specifically 
authorized by law. It shall be the duty of heads of bureaus or offices to require 
of all employees, of whatever grade or class, not less than the number of hours 
of labor authorized by law or executive order, but the head of any department, 
bureau, or office may, in the interests of the public service, extend the daily 
hours of labor therein specified for any or all of the employees under him, and 
in case of such extension it shall be without additional compensation unless 
otherwise provided by law: Provided, however^ That during the heated term 
from the first day of April to the fifteenth day of June in each year and on 
Saturdays throughout the year the civil governor may, by executive order, 
reduce the required number of hours of labor on each day to five hours. This 
executive order shall not oblige the head of a department, bureau, or office in 
the Philippine civil service to reduce the hours of labor to five hours, but It 
shall be within his discretion to reduce the number of hours if consistent with 
the needs of the public service; nor shall this provision be regarded as con- 
ferring a right upon officers or employees. This reduction of the required 
hours of labor shall not apply to the officers or employees of any bureau or office 
to whom an overtime wage is allowed and paid. The length of sessions of the 
courts shall be regulated by existing law, but the provisions of this act shall 
apply to all officers and employees in the bureau of justice except judges. The 
number of hours for the daily sessions of the public schools shall be fixed by 
the secretary of public instruction, but they shall not be less than five hours a 
day. 

Sec. 2. (a) After at least two years' continuous, faithful, and satisfactory 
service, the civil governor or proper head of a department shall, subject to the 
necessities of the public service, and upon proper application therefor, grant 
each regularly and permanently appointed officer or employee in the civil 
service, insular or provincial, or of the city of Manila, except as hereinafter 
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provided, accrued leave of absence with full pay, inclusive of Sundays, and of 
days declared public holidays by law or executive order for each year of service 
in accordance with the following schedule: An employee receiving an annual 
salary of less that nine hundred dollars shall be granted twenty days' leave; 
an employee receiving an annual salary of from six hundred to nine hundred 
dollars with board and quarters, and an officer or employee receiving an annual 
salary of nine hundred dollars or more, but less than one thousand eight hun- 
dred dollars, shall be granted thirty days* leave; an officer or employee receiv- 
ing an annual salary of one thousand eight hundred dollars or more shall be 
granted thirty-five days* leave. Leave shall accrue while an officer or employee 
is on duly authorized leave of absence with pay. 

(h) If an officer or employee elects to postpone the taking of any or all of 
the leave to which he is entitled under this section, such leave may accumulate 
until January first, nineteen hundred and five, after which date no person shall 
at any time have to his credit more than the accrued leave allowed for five 
years' service, and if his salary changes he shall receive the same amount of 
leave and pay as if he had taken the leave while receiving the salary at which 
it accrued. 

(c) An officer or employee who has served in the islands for three years or 
more, or two years if appointed under the provisions of Act Numbered Eighty, 
as amended, and who has accumulated to his credit the accrued leave allowed 
for two full years, may be granted permission to visit the United States: 
Provided, That such permission shall not be granted oftener than once in 
every three years. 

(d) A person in the teaching service shall not be granted accrued leave in 
accordance with the schedule provided in this section, but in lieu thereof he may 
be granted leave on full pay during vacation periods, with permission to spend 
a vacation period in the United States not oftener than once in every three 
years. 

(c) In case an officer, teacher, or other employee is granted leave to visit the 
United States, he shall be allowed, with half pay in addition to the leave granted, 
sixty days for the time occupied by him in going to and returning from the 
United States if he is serving in Manila, and if serving in the provinces sixty 
days plus the actual and necessary time consumed from date of departure from 
station to date of departure from Manila, and on returning, from date of arrival 
at Manila to date of arrival at station, such half salary to be paid on return to 
duty. On the completion of two years of continuous, faithful, and satisfactory 
service after returning to the islands from leave of absence to visit the United 
States granted for three or more years' service, he shall be allowed his actual 
and necessary traveling expenses from his place of residence in the United 
States to Manila if he come by the route and steamer directed. 

(f) Semiskilled and unskilled laborers, temporary and emergency employees, 
persons receiving a daily wage or salary, persons enlisted for a term of years, 
persons in the United States civil service who are paid in whole or in part from 
insular funds, and persons who receive compensation for official duties per- 
formed in connection with private business, vocation, or profession, such duties 
requiring only a portion of their time, shall not be entitled to the leave provided 
in this section. 

(g) The provisions of this section shall be retroactive in effect so as to entitle 
officers and employees of the Philippine civil service, whether serving as such 
by regular appointment or by detail from the Army, the Navy, or the civil 
service of the United States, previous to the passage of this act, to any accrued 
leave to which they would have been entitled had Act Numbered Eighty, as 
amended, been applicable to them at the date of their employment or detail, 
computing the leave in the case of an officer on the basis of the salary and 
allowances received while on detail, and in the case of an enlisted man on the 
basis of first salary received in the Philippine civil service. No application for 
leave of absence presented by an officer or employee who has heretofore resigned 
without applying for leave shall be considered if presented after July first, 
nineteen hundred and four, or by an officer or employee who resigns after 
January first, nineteen hundred and four, if his application is not presented 
within six months of the date of the acceptance of his resignation. 

Sec. 3. After at least six months* continuous, faithful, and satisfactory service 
the civil governor or proper head of a department may, in his discretion, grant 
each officer or employee entitled to the accrued leave provided in section two 
of this act in addition to such accrued leave, vacation leave of absence with full 
pay, inclusive of Sundays and of days declared public holidays by law or 
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Executive order, for each calendar year of service, in accordance with the fol- 
lowing schedule: An employee receiving an annual salary of less than one 
thousand dollars may be granted twenty-one days' vacation leave; an officer 
or employee receiving an annual salary of one thousand dollars or more may be 
granted twenty-eight days' vacation leave. Vacation leave must be tal^en within 
the calendar year In which it is earned. The vacation leave provided for only 
one calendar year' may be allowed in connection with accrued leave granted 
•with or without permission to visit the United States. In cases of resignation 
vacation leave shall not be allowed in addition to accrued leave. All apr)lica- 
tions for vacation leave shall be made on a form prescribed by the Philipi)ine 
civil service board: Provided, however, That in case vacation leave has not been 
taken during the calendar year, the same may be enjoyed during the first two 
months of the succeeding calendar year without impairing the right to the full 
vacation period for the succeeding year. 

Sec. 4. (a) Absence from duty of teachers, due to illness, shall be charged 
against their vacations, and with the consent of the secretary of public instruc- 
tion they may remain on duty during vacations for a period equal to that lost 
on account of illness, in which case no deduction of pay shall be made on 
account of absence caused by illness. 

(&) Absence of other regularly and permanently appointed officers and em- 
ployees in the Philippine civil service on account of illness shall be charged 
first against vacation leave, and then against accrued leave, until both are ex- 
hausted, when further absence shall be without pay. 

(c) Payment of salary to an officer or employee for any absence during his 
first six months of service properly chargeable to vacation leave, or during his 
first two years of service properly chargeable to accrued leave, shall be with- 
held until such leave may properly be taken under the provisions of section 
two or three of this act: Provided, however, That in case of absence due to 
Illness the civil governor or proper head of department may direct that pay- 
ment for such absence be not withheld if not in excess of the vacation and 
accrued leave to his credit. In case absence is on account of wounds or injuries 
Incurred in the performance of dut5^ and extends beyond the vacation leave to 
his credit, the civil governor or proper head of department may direct that such 
further absence shall be on full pay. If the absence caused by illness, wounds, 
or injuries shall exceed six months in any twelve months, the officer or em- 
ployee shall be immediately separated from the service. 

Sec. 5. If a regularly appointed officer or employee in the Philippine civil 
service, who has rendered faithful and satisfactory service, shall die while in 
the service, the unused accrued leave that might have been granted at the time 
of death shall be determined, and the salary equivalent of the accrued leave 
shall be paid to the person or persons entitled by law to receive the same. 

Sec. 6. Whenever upon the resignation or death of an officer or employee it is 
necessary to the interests of the public service that the position occupied by him 
shall be immediately filled, the civil governor or proper head of department may 
<iirect that all accrued leave granted him be commuted from the funds of the 
government, insular or provincial, or of the city of Manila, in which he was serv- 
ing at the time of his resignation of death. If he was in the service of the 
insular government, payment shall be made by settlement warrant from the 
Insular salary and expense fund ; if he was in the service of the city of Manila, 
payment shall be made by settlement warrant from the salary and expense 
fund of the city of Manila, and if he was in the service of a province, the 
provincial board of such province is hereby authorized, upon direction of the 
civil governor as above provided, to commute from the provincial funds the 
accrued leave of absence granted such officer or employee. If there is no 
urgent necessity for filling the position at once, payment for the accrued leave 
granted shall be made from the salary appropriated for the position last filled 
by him. 

This section shall be retroactive in effect so far as necessary to authorize, In 
cases now pending, the procedure herein provided. 

Sec. 7. All applications for accrued leave of absence shall be made on a form 
prescribed by the civil service board, and shall first be acted upon by the chief 
of the bureau or office, and by him submitted to the civil service board for its 
recommendation. The application shall then be forwarded by the board to the 
bead at the department in which the applicant is employed for his final decision, 
except in respect to those bureaus or offices not under any department, in which 
cases the recommendations of the board shall be forwarded to the civil governor 
for Ills final decision. 
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Sec. 8. The civil governor is authorized to promulgate executive orders regu- 
lating the method of enforcing the provisions of this act, including the withhold- 
ing of salary for leave granted. 

Sec. 9. The appointment of all persons residing in the United States to the 
Philippine civil service, whether by transfer from the United States civil service 
or otherwise, shall be subject to the following conditions: 

(a) A person residing in the United States who is appointed to the Philippine 
civil service may pay his traveling expenses from the place of his residence in the 
United States to Manila : Provided, That if any part of his traveling expenses is 
borue by the government of the Philippine Islands, ten per centum of his 
monthly salary shall be retained until the amount retained is equal to the 
amount borne by the government : And provided further, That if he shall come 
by the route and steamer directed his actual and necessary traveling expenses 
shall be refunded to him at the expiration of two years' satisfactory service in 
the Philippines. 

(&) He shall be allowed half salary from the date of embarkation and full 
salary from the date of his arrival in the islands: Provided, That he proceed 
directly to the islands ; otherwise, he shall be allowed half salary for such time 
only as is ordinarily required to perform the journey by the route directed : And 
provided further, That such half salary shall not be paid until after the expira- 
tion of two years of satisfactory service in the Philippines. 

(c) A person residing in the United' States accepting an appointment to a 
position in the civil service of the government of the Philippine Islands, under 
the conditions named in this act, shall, before receiving such appointment, 
execute a contract and deliver it to the Chief of the Bureau of Insular Affairs, 
War Department, wherein the appointee shall stipulate that he will remain in 
the service of the government of the Philippine Islands for at least two years, 
unless released by the civil governor or proper head of a department. A breach 
of the conditions provided in the contract or a removal for cause shall require 
the proper officer to withhold payment of all salary and traveling expenses due 
to the person employed and who has violated the conditions of his contract or 
been removed for cause, and shall debar such person from ever entering again 
the public service of the Philippine government in any of its branches. In such 
case an action shall lie for the recovery of the amount expended by the Gov- 
ernment in bringing the employee to the Philippine Islands. 

{d) Irrespective of leave granted, a regularly appointed officer or employee 
who has rendered continuous, faithful, and satisfactory service for three years 
or more after arrival in the Philippine Islands shall, upon his retirement from 
the service, be allowed half salary for thirty days in addition to full salary for 
the period which may be granted him as leave of absence under the provisions 
of this act; and if appointed prior to the passage of this act, he shall also be 
furnished transportation from Manila to San Francisco, or transportation of 
equal cost to the Government by any other route. 

Sec. 10. The provisions of this act shall not apply to judges of the supreme 
court, the courts of first instance, the court of land registration, and the court 
of customs appeals, but their leaves of absence and traveling expenses shall be 
governed by existing law or such law as may be hereafter enacted. 

Sec. 11, All special contracts made with appointees of the Philippine civil 
service prior to the passage of this act shall remain unaffected by the terms and 
provisions of this act. 

Sec. 12. Act Numbered Eighty and all amendments thereof, and all other acts 
or parts of acts in conflict with the provisions hereof, are hereby repealed: 
Provider, however, That all leaves of absence accruing prior to January first, 
nineteen hundred and four, shall be computed under the schedule provided In 
section two of said Act Numbered Eighty, as amended. 

Sec, 13. The public good requiring the speedy enactment of this bill, the pas- 
sage of the same is hereby expedited in accordance with section two of "An act 
prescribing the order of procedure by the Commission in the enactment of 
laws," passed September twenty-sixth, nineteen hundred. 

Sec. 14, This act shall take effect on its passage, but Its provisions shall be 
retroactive and effective as of January first, nineteen hundred and four. 

Enacted, January 12, 1904. 
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CIVIL SERVICE RULES. 

in the exercise of power vested in him by Act No. 5, as amended, entitled "An 
act for the establishment and maintenance of an efficient and honest civil service 
In tlie Philippine Islands," and by Act No. 1040, entitled "An act regulating the 
hours of labor, leaves of absence, and transportation of officers and employees 
in the Philippine civil service, and repealing Act No. 80 and all acts amendatory 
thereof," and impliedly by Act No. 25, as amended, entitled "An act providing 
for the appointment and removal of subordinate officers and employees in cer- 
tain departments and bureaus of the government of the Philippine Islands," 
the civil governor hereby approves and promulgates the following civil service 
rules, prepared and certified by the Philippine civil service board, and revokes 
all rules and executive orders heretofore issued in connection with the above- 
mentioned Acts of the Philippine Commission. 

Rule I. — General provisions and definition of terms. 

1. The board shall have authority to prescribe such regulations in pursuance 
of and in execution of these rules as are not inconsistent therewith, and shall 
prescribe blank forms for all applications, examinations, certifications, reix)rts, 
records, and returns received under these rules and the regulations made in 
pursuance thereof. 

2. Except as provided therein, the first 11 rules apply to the classified service 
only ; the remaining rules have a general application to both the classified and 
the unclassified service. 

3. The several terms hereinafter mentioned, wherever used in these rules, 
shall be construed as follows : 

(a) The term "board" refers to the Philippine civil service board. 

(&) The term "grade" refers to the number of positions or employees ar- 
ranged in a group ui)on the basis of the duties performed, without regard to the 
salaries received. 

(c) The term " class" refers to a number of positions or employees arranged 
in a group upon the basis of the salaries received, without regard to the duties 
performed. 

(d) Whenever the term "officers" is used it shall be understood to refer to 
civil officers employed in, or military officers detailed to, the Philippine civil 
service. 

(e) The term "classified service" includes all positions in the Philippine 
civil service not excepted by the civil service act, as amended. 

(f) All printed forms mentioned in these rules refer to forms of the Philip- 
pine civil service board. 

Rule II. — Applications for examinations. 

1. No applicant shall be admitted to competitive examination who has not 
taken the oath of allegiance to the United States and who is not a citizen of the 
United States, a native of the Philippine Islands, an honorably discharged sol- 
dier, sailor, or marine of the United States, or a person who has under and by 
virtue of the treaty of Paris acquired the political rights of natives of the 
islands. 

2. Every applicant for examination must furnish information as to his citi- 
zenship, nativity, age, education, and physical capacity, and such other infor- 
mation tending to show his qualifications or disqualifications for the service 
as may be required by the board. 

3. No applicant shall be admitted to examination or be appointed in the 
United States to this service originally, by reinstatement or by transfer, until 
he has been thoroughly examined by a competent physician and found to be 
physically qualified for efficient service in the Philippine Islands. A physical 
and medical examination may, in the discretion of the board, be required of 
applicants for examination in the Philippine Islands. 

4. No applicant shall be admitted to examination in the Philippine Islands 
until he has furnished evidence satisfactory to the board of his loyalty to the 
supreme authority of the United States of America in these islands. 

5. No application for examination shall be acceptd from any person serving in 
the Army, the Navy, or the Marine Corps of the United States unless written 
consent of the proper military, naval, or marine authoritv under whom such 
person is serving is filed with his application. 
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6. No application for examination for entrance into the classified service shall 
be accepted from any applicant who is under 18 or over 40 years of age: Pro- 
vided, That in the interest of good administration the board, with the concur- 
rence of the civil governor or proper head of a department, may by regulation 
determine the age limitations within the maximum and minimum limits herein 
specified, and confine competition for such positions to persons who meet the 
requirements as to age: And provided further, That whenever in the discre- 
tion of the board the needs of the service require it, the age limitations named 
herein may be extended for any particular kind of examination. 

7. The board may, in its discretion, refuse to examine an applicant or to 
certify or attest an appointment of an eligible who is physically unfitted for the 
performance of the duties of the position to which he seeks appointment, or 
who has been guilty of a crime, or infamous, notoriously disgraceful, or 
Immoral conduct, drunkenness, or dishonesty ; or who has been dismissed 
from the service for other delinquency or misconduct within one year next 
preceding the date of his application ; or who has intentionally made a false 
statement in any material fact, or practiced or attempted to practice any de- 
ception or fraud in securing his examination, registration, or appointment. 
Any of the foregoing disqualifications shall be good cause for the removel of 
the person from the service after his appointment. 

8. No application shall be accepted for examination to test fitness for a posi- 
tion which belongs to one of the recognized mechanical trades unless it shall be 
shown that the applicant has served as apprentice or as journeyman, or as 
apprentice and journeyman, at said trade for such periods as the board may 
prescribe. 

Rule III. — Examinations. 

1. Examinations of a suitable and practical character, absolutely impartial, and 
involving such subjects and tests as the board may determine, shall be held to 
ascertain the relative capacity and fitness of applicants for the positions to 
which they seek to be appointed. 

2. Whenever the board shall find, after consultation with the head of the 
proper department, bureau, or oflfice, that a knowledge of both the Spanish and the 
English languages is essential to an efficient discharge of the duties of a posi- 
tion to be filled, the board shall test English-speaking applicants as to their 
knowledge of the Spanish language, and Spanish-speaking applicants as to their 
knowledge of the English language. 

3. No person shall be appointed to, or employed in, any classified position 
unless he shall have passed the examination provided therefor, or unless he is 
specially exempt from such examination by the provisions of the civil service 
act and rules. 

4. No noncompetitive examination shall be held except — 

(a) When applicants fail to compete after due notice has been given of an 
open competitive examination. 

(&) To test fitness for promotion. 

(c) To test fitness for reinstatement or transfer. 

id) To test fitness for positions requiring professional, technical, or scientific 
qualifications when, in the judgment of the board, it is not practicable to hold a 
competitive examination. 

(e) To test fitness for positions of skilled workmen, mechanics, or artisans. 

5. Examinations in the Philippine Islands shall be held in Manila and in the 
provinces upon such dates as the board may deem best for the interests of the 
service and the convenience of applicants, and examinations in the United States 
will be held under the auspices of the United States Civil Service Commission 
at the request of the board. 

6. The board shall appoint such examining committees or special examiners 
as it may deem necessary from officers and employees in the Philippine civil 
service : Provided, That if the head of any bureau in Manila shall object to the 
appointment of any officer or employee of his bureau as a member of an exam- 
ining committee, or as a special examiner, such appointment shall be subject 
to the approval of the civil governor or proper head of a department. The 
members of examining committees and special examiners are examiners of the 
board, and shall perform such duties as the board may direct in connection 
with examinations, investigations, appointments, and promotions, and in the 
performance of such duties they shall be under the direct and sole control and 
authority of the board. The duties performed by members of examining com- 
mittees and special examiners shall be considered part of the duties of the 
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office in which they are serving, and time shall be allowed for the performailce 
of such duties during the ofRce hours of said office. 

7. All officers of the Philippine civil service shall facilitate the examinations 
of the board, and officers having the custody of public buildings at places where 
such examinations are to be held shali for this purpose permit and arrange for 
the use of suitable rooms under their charge and for furnishing and lighting 
the same when required. 

Rule IV. — Rating of papers and eligihility. 

1. Examination papers shnll be rated according to their excellence on a scale 
of 100, and the subjects of each examination shall be given such relative 
weights as the board shall prescribe. After a competitor's papers have been 
rated he shall be duly notified of the result thereof by the board or by the head 
of his bureau or oflice at the request of the board. 

2. Every competitor who attains a general rating of 70 or over shall be 
eligible to appointment, subject to the provisions of these rules, to the position 
for which he was examined, and the names of eligibles shall be entered in the 
order of their general ratings, without regard to the date of examination, on 
the proper register of eligibles. 

3. The period of eligibility shall be one year from the date on which the 
name of the eligible is entered on the register, but this period may bo extended 
if. in the discretion of the board, the needs of the service warrant it: Pro- 
vided, That In case an eligible shall be mustered into the military or naval 
service of the United States at a time when the United States is engaged in 
war or in suppressing an insurrection, his period of eligibility shall, under 
such conditions as the board may prescribe, be considered as suspended during 
the time he is serving in the Army or the Navy of the United States: And 
provided further, That the eligibility to appointment of any person resulting 
from examinations held only in the Philippine Islands shall be suspended dur- 
ing the absence of such person from the Philippine Islands. 

Rule V. — Certifications. 

A vacancy in a classified position, if not filled by promotion, reduction, trans- 
fer, or reinstatement, or through noncompetitive examination, shall be filled 
under the following provisions : 

1. The appointing oflicer shall make requisition upon Form No. 9 for the 
names of eligibles for the position vacant, specifying the duties of the position, 
and the board shall certify to said oflficer from the proper register the three 
names at the head thereof which have not been three times certified to the 
office or branch of the service in which the vacancy exists: Provided, That 
certification for temporary appointment shall not be counted as one of the 
three certifications to which an eligible is entitled: And provided further, 
That whenever the request for certification, or any law, rule, or regulation, shall 
call for persons of one sex, those of that sex shall be certified; otherwise sex 
shall be disregarded in certification. 

2. The appointing officer shall select one of the three names certified, and if 
at the time of selection there are more vacancies than one he may select more 
than one name: Provided, That if an appointing officer shall object to an 
eligible certified, stating that because of disloyalty, physical defect, mental 
unsoundness, or moral or other disqualification particularly specified in section 
7 of Rule II, such eligible would be unsuitable for the position to be filled, 
and if said officer shall support such objections with evidence satisfactory 
to the board, certification shall be made of the eligible on the register whose 
rating is next below those already certified in place of the one to whom objec- 
tion is made and sustained. 

3. In making selections from certifications of eligibles by the board, appoint- 
ing officers shall, when other qualifications are equal, prefer : 

First. Natives of the Philippine Islands. 

Second. Honorably discharged soldiers, sailors, and marines of the United 
States. 

4. The board, whenever practicable, shall forward to the appointing officer in 
connectiou with each certification the application and examination papers of 
the persons certified, and said officer may summon personally before him the 
eligibles certified and make such Inquiries of them as he may think proper. 
The papers forwarded by the board to the appointing oflicer for his Information 
shall be returned to the board with notice of selection on Form No. 18. 
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5. Whenever a person residin^? in the Philippine Islands or in the United 
States is selected for appointment to the classified civil service, the appointing 
officer shall notify the board and the board shall notify the appointee. Upon 
his reporting for duty, the appointing officer shall immediately forward to the 
board probationary appointment on Form No. 33; such appointment is not to 
be made effective prior to the date upon which the appointee actually enters 
upon the performance of his duties. If the eligible was provisionally appointed 
in the United States, his regular appointment will be effective the day following 
the date of his actual landing in the Philippine Islands, provided he reports 
immediately at the office of the board, and leave shall not accrue prior to date 
of regular appointment. At the expiration of the probationary period of six 
months, if his conduct and capacity are satisfactory to the appointing officer, 
his retention in the service shall be equivalent to his absolute appointment; but 
if his conduct and capacity be not satisfactory he may at any time during, or 
at the expiration of, his probationary period be notified by the appointing 
officer that he will not receive absolute appointment because of such unsatis- 
factory conduct or want of capacity, and such notification, without other for- 
mality, shall discharge him from the service. Full, report of the cause of the 
discharge shall be made to the board. A probationer may be reduced in class 
or grade at any time during or at the expiration of his probationary period by 
a notification of reduction from the appointing officer, without other formality ; 
in such case the appointing officer shall immediateiy forward to the board new 
ar)pointment on Form No. 33, accompanied by a full statement of the cause of 
the reduction. The name of a probationer who has been separated from the 
service without delinquency or misconduct may be restored to the register of 
eligibles, in the discretion of the board, for the remainder of his period of 
eligibility. 

6. An eligible may waive certification or decline appointment without losing 
bis position on the register upon furnishing reasons satisfactory to the board, 
but without such action his name shall be dropped from the register upon his 
declination of an appointment. No eligible shall have the right to decline an 
appointment from the same register more than twice. 

7. Certification for original appointment shall, whenever practicable, be made 
to the lowest class in a grade, but a vacancy in a position in any class requiring 
the exercise of special, technical, or professional knowledge may be filled by 
original appointment. 

8. When two or more eligibles have the same rating, precedence in certifica- 
tion shall be determined in accordance with section 3 of this rule, if applicable ; 
otherwise, by the order in which their applications were filed. 

9. All appointments of persons residing in the United States, as well as those 
residing in the Philippine Islands, to positions In the classified civil service shall 
be made through the civil service board in strict accord with the rules and regu- 
lations prepared by the board, and the same procedure shall be followed In mak- 
ing selections for appointment In the United States as Is followed In making 
selections in the Philippine Islands. Official correspondence bv cable or letter 
with or relating to prospective appointees residing in the United States must 
be transmitted through the board for appropriate action. 

Rule VI. — Temporary service, 

1. Whenever there are fewer than three eligibles upon a register, the appoint- 
ing officer may appoint probationally the one eligible, or one of the two eligibles, 
certified, in the same manner as if three eligibles had been certified; but if 
he elects not to make probationary appointment from such certification, he 
shall select for .temporary appointment the one eligible, or one of the two 
eligibles, if either will accept such temporary appointment. Temporary appoint- 
ment made from an eligible register as provided in this section may continue 
until such temporary appointee is given probationary appointment or until the 
board certifies three eligibles, when probationary appointment must be made. 

2. Whenever there are no names of eligibles upon a register for any grade 
in which a vacancy exists, and the public interests require that it shall be 
filled before eligibles can be provided, such vacancy may, subject to the 
antecedent approval of the board, be filled by the employment without examina- 
tion of a person for such time as will enable the board to provide oue or more 
eligibles. Such temporary employment shall expire when the board i^all 
certify an eligible who accepts either temporary or probationary appointment 



30 PHILIPPINE BUREAU OF CIVIL SERVICE. 

3. Whenever an emergency shall arise in the provinces requiring that a 
vacancy shall be immediately filled before eligibles can be certified or tempo- 
rary employment authorized by the board, the appointing ofiicer shall first 
make requisition for a certification of eligibles, and pending the certification of 
eligibles such vacancy may be immediately filled by the appointing officer 
through emergency employment, to continue for such time only as may be re- 
quired for the appointment of an eligible, or for the authorization of, tempo- 
rary employment by the board. It shall be the duty of every appointing officer 
to report at once to the board, giving reasons for such emergency employment 
and to obtain authority therefor. 

4. Whenever the work to be done is, in the judgment of the board, temporary 
in character, the board may authorize temporary employment without exami- 
nation, which employment may continue until the completion of the work. 

Rule VII. — Reinstatements. 

Any person who has been regularly appointed to a position in the classified 
civil service, and who has through no delinquency or misconduct been separated 
therefrom, may, if no good reason to the contrary appears, upon the requisi- 
tion of the proper officer on Form No. 8 and the certificate of the board, be rein- 
stated to a vacant position of a class not higher than that from which he was 
separated, under the conditions named below. The last two sections of this 
rule apply to the unclassified as well as to the classified service. 

1. If the person regularly entered the classified service without examination, 
a noncompetitive examination may be required, in the discretion of the board, 
prior to reinstatement. 

2. If for original entrance to the position proposed to be filled by reinstate- 
ment there is required, in the opinion of the board, an examination essentially 
higher than, or different from, the examination for original entrance to the 
position previously held by the person whose reinstatement is proposed, a non- 
competitive examination may be required prior to reinstatement. 

3. A person who has served six months or less in the Philippine civil service 
may be reinstated as a probationer within a period of six months following his 
separation from the service under the former appointment ; a person who has 
served more than six months but less than two years, and who has received 
absolute appointment, may be reinstated within one year; a person who has 
served two years, but less than three years, may be reinstated within two years ; 
a person who has served three years, but less than four years, may be rein- 
stated within three years ; a person who has served four years, but less thfin 
five years, may be reinstated within four years ; and a person who has served 
five years or more may be reinstated within five years from the date of his 
separation from the service. 

4. Subject to the other conditions of these rules, any person whose separation 
from the civil service was caused by his enlistment or acceptance of a position 
in the active military or naval service of the United States, and who was 
honorably discharged therefrom, may be reinstated without regard to the length 
of time he has been separated from the civil service. 

5. A person in the United States who resigned from the Philippine classified 
or unclassified civil service before having rendered three years' service in the 
Philippine Islands, and who is reinstated in either of said services, shall not be 
entitled to the half salary and traveling expenses provided by law for persons 
residing in the United States who are appointed to the Philippine civil service. 

6. No person separated from the Philippine classified or unclassified civil 
service before having served the full period prescribed by law or contract shall 
be allowed to reenter either of said services, until he shall have made good all 
loss caused by such separation and shall have refunded to the government 
such proportion of the total expenses, if any, incurred by It by reason of his 
appointment, including salary and traveling expenses prior to the date he 
actually entered upon the duties of his position, as the time he failed to serve 
is to the time required by said law or contract, and then only on the approval 
of the head of the department from which he was separated. All amounts so 
refunded to the insular government shall be paid to the disbursing oflicer of 
the executive bureau, and by him deposited In the insular treasury as general 
funds. Applications of such persons for reentrance to the service should be 
made through the board. 
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Rule VIII. — Transfers. 

1. A person in any bureau, office, or branch of the service may be trans- 
ferred within the same bureau, office, or branch of the service upon any test of 
fitness, not disapproved by the board, which may be determined upon by the 
appointing officer, subject to the limitations of the proviso of section 2 of this 
rule. V 

2. A person who has received absolute appointment may, upon the comple- 
tion of Form No. 7 by the heads of the bureaus or offices interested, and the 
certificate of the board, be transferred from a position in one bureau, office, or 
branch of the service to a position in another bureau, office, or branch of the 
service: Provided, That such transfer shall not be made without examination 
to a position if for original entrance to such position there is required under 
these rules an examination essentially higher than, or different from, the ex- 
amination required for original entrance to the position from which transfer is 
proposed. 

3. No transfer shall be made of a person from any position in the unclassified 
service to a position in the classified service : Provided, That a person who has 
by promotion or transfer from the classified service entered the unclassified 
service, and has served continuously therein from the date of said promotion or 
transfer, may be retransferred to the classified position from which he was 
transferred or to any position to which transfer could be made therefrom. 

4. Any person who has been transferred from one classified position to an- 
other classified position may be retransferred to the position in which he was 
formerly employed, or to any position to which transfer could be made there- 
from, without regard to the limitations of these rules. 

5. A person in the classified service of the Federal Government of the United 
States may be transferred to any position in the Philippine classified service, 
subject to the conditions of these rules with respect to age limitations and ex- 
aminations, and when an examination is required previous to such transfer the 
board may accept such tests of fitness as may be made upon its request by the 
United States Civil Service Commission. 

6. An officer or employee occupying a competitive position in the Philippine 
classified civil service who has served three years or more therein may be certi- 
fied for transfer to the Federal classified civil service, subject to the provisions 
of the United States civil service rules and to the following requirements : 

(a) Three years' continuous service in the islands without visiting the United 
States. 

(&) Four years' continuous service in the islands, visiting the United States 
only once during this period. 

7. No head of a bureau or office of the government of the Philippine Islands, 
or any subordinate officer or employee thereof, shall, directly or indirectly, 
invite, solicit, or even discuss with a subordinate officer or employee, classified 
or unclassified, permanent or temporary, of another bureau or office, or of the 
Army or the Navy of the United States in these islands, his appointment or 
transfer to the bureau or office of such head or subordinate, until the consent 
in writing is first obtained of the head of the bureau or office In which the 
desired officer or employee is a subordinate, or of the civil governor or proper 
head of a department, or of the officer of the Army or the Navy under whom he 
may be employed or serving. 

Rule IX. — Promotions. 

1. No vacancy In any position shall be filled by original appointment whenever 
there is in the bureau or office in which the vacancy exists any person in a 
position In a lower class or grade who is competent and qualified and is willing 
to be promoted to the existing vacancy. 

2. In providing regulations and competitive examinations for promotion the 
board shall give due weight to the previous experience and efficiency of officers 
and employees, and shall introduce such tests of fitness as it may deem proper 
after consultation with the heads of the different bureaus, offices, or branches 
of the service in which promotion examinations may be held for the purpose of 
determining the relative efficiency of officers and employees. 

3. In each department, bureau, office, or branch of the service, the board may, 
subject to the proviso contained in section 6 of Rule III, designate a promotion 
examining committee of not less than three persons. The members of the com- 
mittee shall perform such duties with respect to promotions and promotion ex- 
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aminations as the board may direct, in the performance of which duties they 
shall be under the sole control and authority of the board. 

4. There shall be kept in each office, on forms prescribed by the board for that 
purpose, a comparative record from which the relative efficiency of employees 
may be determined. Among the elements of efficiency to be considered are 
quantity of work or the amount performed, quality of work or the degree of its 
excellence, physical condition, habits, chafracter, conduct, aptitude and adapt- 
ability, punctuality, and attendance. This record shall be at all times open to 
the inspection of the board. A report shall be made to the board semiannually 
on Form No. 54, on the first days of January and July, giving the comparative 
term and corresponding efficiency rating applicable to each person according to 
the following scheme : 

Very superior : Indicating the highest degree of efficiency or excellence. 95 to 100 

Superior: Indicating a high degree of efficiency or excellence 85 to 94 

Good: Indicating a degree of efficiency above the average 75 to 84 

Fair: Indicating an ordinary degree of efficiency 70 to 74 

Poor : Indicating inefficiency Below 70 

5. No recommendation of any person for promotion, whether verbal* or in 
writing, shall be received or considered unless it be made by the officer or offi- 
cers under whose supervision he is or has been employed, and the presentation 
of any other recommendation shall be considered an unwarrantable interfer- 
ence with the public service. 

6. Until the promotion regulations herein authorized have been promulgated 
by the board for any department, bureau, office, or branch of the service, and 
the board has notified such department, bureau, office, or branch of the service 
that it is prepared to conduct the promotion examinations authorized under 
the civil service act and rules, promotions therein may be made upon any tests 
of fitness not disapproved by the board which may be determined upon by the 
appointing officer : Provided, That pending the adoption of such regulations, 
in case of proposed promotion from one class to another class of an employee 
who has not entered the service through the examination prescribed for the 
class to which promotion is proposed, such employee shall be required to obtain 
an eligible rating in such prescribed examination taken noncompetitively, and 
the appointment by promotion thus made shall not become effective prior to the 
date of taking the examination in which an eligible rating is obtained. 

7. Save in exceptional cases, promotion or increase of salary shall not be 
made during the first six months after the appointment of an officer or employee 
in either the classified or the unclassified service, nor more frequently than 
once in twelve months thereafter, nor more than one class at a tiine. The 
question of whether a case is or is not an exceptional one shall be determined 
by the civil governor or proper head of a department. 

8. When a promotion is proposed by the head of a bureau or office and report 
on Form No. 3 or Form No. 54 is overdue, action on such proposed promotion 
shall be suspended pending the receipt of said report in proper form. 

Rule X. — Appointment and employment. 

1. All appointments to classified positions, except temporary apppintments, 
whether original, by promotion, reduction, transfer, or reinstatement, must be 
made in accordance with the provisions of Act No. 25, as amended, on Form 
No. 33, and transmitted to the board for attestation or recommendation and 
by it forwarded to the civil governor or proper head of a department for 
approval or disapproval : Provided, That appointments made by the civil 
governor, by and wit]i the advice and consent of the Philippine Commission, 
shall not be made on the form referred to herein and shall not require the at- 
testation of the board. 

2. The payment of any money on account of salary to any officer or employee 
in the classified service is not warranted prior to the receipt by the disbursing 
officer of notification from the head of the bureau or office that the appoint- 
ment or employment of such officer or employee has been duly authorized as 
provided by the civil service act and rules. 

3. No person appointed to any unclassified position shall be assigned to or 
employed in a position the duties of which are clerical, nor shall he be assigned 
to or employed in any other position in the classified service. 

4. No person appointed to a position in the classified service shall, without 
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the approval of the board, be assigned to or employed in a position of a grade 
or character not contemplated by the examination from the results of which 
appointment was made, except as provided in Act No. 408, as amended. 

Rule XI. — Procedure in reductions, separations^ and suspensions. 

1. When the head of a bureau or office deems it necessary to recommend a 
regularly and permanently appointed subordinate officer or employee In the 
classified civil service for reduction in salary or compensation, he shall in 
writing notify the person affected of the proposed action and the grounds upon 
wbich such action is premised, and shall prescribe a reasonable period, 'which 
shall not be less than twenty-four hours, within which a written reply may be 
submitted, if desired, together with any written evidence he may desire to sub- 
mit. Upon receipt of the reply or after the expiration of the period within 
which such reply should have been submitted, the head of the bureau or office 
Bhall forward to the board a certified copy of the letter of notification and the 
reply and evidence, if any shall have been received. These papers shall be 
promptly forwarded to the civil governor or proper head of a department by the 
board, together with its recommendation in the case, for final action. 

2. In case of proceedings to remove a regularly and permanently appointed 
subordinate officer or employee in the classified civil service for cause, the head 
of the bureau or office may suspend such person at once, if he deem that course 
necessary, and, in any event, shall in writing notify the person in interest that 
his removal for cause is to be recommended, and of the ground upon which 
such recommendation is based, at the same time prescribing a reasonable period 
within which a written answer, supported by such written evidence as he 
desires to present, shall be submitted, such period to be not less than twenty- 
four hours after the actual receipt of the notification by the person recom- 
mended for removal. In the event of no response being received within the 
period prescribed, evidence of the receipt of the written notification, together 
with a certified copy of the same, shall be forwarded to the board. If reply 
has been received it shall be similarly forwarded, with a certified copy of the 
notification mentioned, together with any other evidence or papers in the case. 
The board shall promptly forward, with recommendation, all the papers In the 
case for final action. If such action be approval of the recommendation to 
remove for cause, the person affected shall be dropped from the rolls of the 
office as discharged on the day he was suspended. If suspension was made; 
otherwise his discharge shall be effective on the date of receipt by the head 
of the bureau or office in interest of the notification of approval by the civil 
governor or proper head of a department. Under no circumstances shall aa 
officer or employee so construe the provisions of any law now In force as to 
authorize or require the official publication of the cause of removal of any 
person from the Philippine civil service in more specific terms than "for the 
good of the service." 

3. In every Instance of a tender of resignation by a regularly and per- 
manently appointed subordinate officer or employee In the classified civil 
service, It shall be the duty of the officer authorized to act thereon to accept or 
decline to accept the same In writing, and If the resignation be accepted, to give 
him a letter stating clearly the character of the services rendered and whether 
or not. In the light of present information, a possible future application for 
reinstatement In the same bureau or office would be favorably considered. In 
the event of a statement to the effect that such application would not be favor- 
ably considered, reasons therefor shall be stated and the person in Interest 
informed that he may, should he so desire, submit a written reply and such 
other written evidence as he may elect. When completed, certified copies or the 
originals of all the papers In the case shall be forwarded to the board ; In case 
of objection to reinstatement, the papers will be forwarded by the board with Its 
recommendation for review and final action. For obvious reasons no officer or 
employee should be continued In his position who could not be recommended for 
reinstatement were he to resign. 

4. In cases of deduction from pay or suspension from duty without pay. 
under the provisions of section 2 of Act No. 25, as amended, of a subordinate 
officer or employee in the classified or the unclassified civil service, the head 
of the bureau or office shall notify the person affected In writing of the action 
proposed and shall give him a reasonable period of time within which to 
submit a written answer, which shall be not less than twenty-four hours, 
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. supported by such written evidence as he desjres to present. The papers in 
,the case shall be forwarded to the board for recommendation and shall be 
transmitted by the board to the civil governor or proper head of a department 
for final action. The deduction from pay shall not be made nor shall the sus- 
pension from duty take place until the approval of the civil governor or 
proper head of a department has been obtained. 

5. If any of the papers in the proceedings under this rule are written in 
, Spanish, the head of the bureau or office shall furnish translations in English, 

whenever practicable, as w^ell as the originals or certified copies thereof. All 
papers relating to the removal or resignation of subordinate officers or em- 
ployees in the classified civil service shall be filed in the office of the board. 

6. In all cases of removal or reduction of officers or employees in the un- 
classified service above the grade of semiskilled laborer, the head of the 
bureau or office shall furnish the board with a full statement of the cause of 
the removal or reduction. In cases of resignation when an application for 
reinstatement would not be favorably considered, the board shall be furnished 
with a full statement of the character of the services rendered and the reasons 
why application for reinstatement would not be favorably considered. 

Rule XII. — ProhiMtions and penalties. 

1. No person in the Philippine civil service shall use his official authority or 
official influence to coerce the political action of any other person or body. 

2. No officer or employee in the Philippine civil service shall discharge or 
promote or degrade or in any manner change the official grade or compensa- 
tion of any other officer or employee, or promise or threaten so to do, for 
giving or withholding, or neglecting to make, any contribution of money or 
other valuable thing for any political purpose whatever. 

3. No inquiry shall be made, and no consideration whatever shall be given to 
any information relative to the political or religious opinions or affiliations of 
persons examined, or to be examined, or of officers or employees in the matter 
of promotion, and no discrimination shall be exorcised, threatened, or promised 

' against, or in favor of, any person employed, examined, or to be examined, 
because of his political or religious opinions or affiliations. 

4. No recommendation of an applicant, competitor, or eligible involving any 
'■ disclosure of his political or religious opinions or affiliations shall be considered 

by the board, by any examining committee or special examiner, or by any nomi- 
nating or appointing officer. 

5. No officer or employee shall engage in any private business, vocation, or 
profession, or be connected with any commercial undertaking, without written 
permission from the head of the bureau or office in which he is serving, and of 
the civil governor or proper head of a department. As a general rule, in any 
enterprise which involves the taking of time, this prohibition will be absolute in 
the case of those officers and employees whose remuneration is fixed on the 
assumption that their entire time is at the disposal of the government; if 
granted permission to engage in a business requiring time of applicant, copies 

• must be furnished the board. 

6. Discourtesy to private Individuals or to government officers or employees, 
drunkenness, gambling, dishonesty, chronic or flagrant violation or neglect of 
duty, notoriously disgraceful or Immoral conduct, physical Incapacity due to 

' immoral or vicious habits, Incompetency, lending money at exorbitant rates of 
'• interest, willful failure to pay just debts, contracting loans of money or other 
property from merchants or other persons with whom the bureau of the bor- 
rower is in business relations, pecuniary embarrassment arising from repre- 
hensible conduct, the pursuit of private business, vocation, or profession without 
permission in writing from the head of the bureau or office in which employed 
and of the civil governor or proper head of a department, disreputable or dis- 
honest conduct committed prior to entering the service, or the willful violation 
by any person in the Philippine civil service of any of the provisions of the 
civil service act or rules, may be considered reasons demanding proceedings to 
remove for cause or to reduce in class or grade. No head of a bureau or office 
shall knowingly continue in the public service any subordinate officer or em- 
ployee guilty of any of the above-named derelictions without submitting the facts 
through the board to the civil governor or proper head of a department, 
i 7. In making removals or reductions, or In Imposing other punishment, for 
delinquency or misconduct, penalties like in character shall be imposed for like 
offenses, and action thereon shall be taken irrespective of the political or 
religious opinions or affiliations of the offenders. 
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Rule XIII. — Official roster of officers and employcefi. 

The board shall keep an official roster of all regularly and permanently ap- 
pointed officers and employees in the civil service of the Philippine Islands 
above the grade of semiskilled laborer, and for tlie purpose of this roster each 
head of a bureau or office shall furnish to the board : 

1. The necessary information in such form and manner as it may prescribe. 

2. A statement on Form No. 3 on the first day of each month of all changes, 
and the dates thereof, in the service under his control and authority, setting 
forth, among other things, the following : The name of every person appointed, 
reinstated, promoted, reduced, transferred, or separated from the service; the 
position to which an appointment or reinstatement is made; the position from 
which and the position to which a promotion or transfer is made; the position, 
from which a separation is made, whether by removal, resignation, or death, and 
the compensation of every position from which or to which a change is made. 

Rule XIV. — Employment of semiskilled and unsJcilled laborers. 

The employment by the heads of bureaus or offices of semiskilled and unskilled 
laborers whose rate of compensation is less than $360 per annum shall be sub- 
ject to the following conditions : 

1. They shall be employed according to priority in making application for 
employment, after proper inquiry as to their capacity to labor, their habits of 
industry and sobriety, and their honesty. 

2. No consideration whatever shall be given to the political or religious opin- 
ions or affiliations of applicants for such employment, and selections shall, so 
far as practicable, be confined to natives of the islands. 

3. Every applicant employed- shall be required to take the oath of allegiance 
prescribed in section 16 of the civil-service act, and any laborer who is found 
to be disloyal to the United States of America as the supreme authority in these 
islands shall be immediately discharged from the service. 

4. Laborers who may hereafter be removed from the service by reason of a 
reduction in force, or otherwise, and whose work and conduct are satisfactory, 
shall be furnished discharge cards certifying to such fact, and upon presenting 
such cards shall be preferred in subsequent employment as vacancies occur. 

5. On the first day of each month the head of each bureau or office shall 
notify the board of the number of semiskilled and unskilled laborers employed, 
giving the rates of compensation of each grade. 

6. No person appointed or employed as a semiskilled or unskilled laborer 
shall be assigned to or perform the duties of any position in the classified 
service. 

Rule XV. — Hours of labor. 

1. It shall be the duty of all heads of bureaus or offices in the Philippine 
civil service, insular, provincial, and municipal (Manila), to require of all 
subordinate officers and employees, except teachers, of whatever grade or class, 
not less than six and one-half hours » of labor each day, not including time 
for lunch and exclusive of Sundays and of days declared public holidays by 
law or executive order, except that on Saturdays throughout the year and during 
the heated term from the 1st of April to the 15th of June the head of any 
department, bureau, or office may reduce the required number of hours of 
labor on each day to not less than five hours,& but this reduction shall not 
apply to the officers or employees of any bureau or office to whom an overtime 
wage is allowed and paid. When the required daily hours of labor exceed 
five, at least an additional half hour must be allowed daily for lunch. 

2. When the nature of the duties to be performed or the interests of the 
public service require it, the head of any department, bureau, or office may 
extend the daily hours of labor herein specified for any or all of the employees 
under him, and Ih case of such extension it shall be without additional com- 

o Changed to seven hours (8 a. m. to 4 p. m., with a reasonable intermission 
for lunch) on all working days, except Saturdays, and five hours (8 a. m. to 
1 p. m.) on Saturdays, by Executive Order, No. 29, series of 1905, promulgated 
October 26, 1905. 

6 Changed to five and one-half hours (7.30 a. m. to 1 p. m.) for all working 
days, including Saturdays, by Executive Order, No. 16, series of 1906, pro- 
mulgated March 24, 1906. 
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pensation, unless otherwise provided by law. Officers and employees may be 
required by the head of the bureau or office to work on Sundays and public 
holidays also, without additional compensation unless otherwise specifically 
authorized by law. 

3. Each head of a bureau or office shall require a daily record of attendance 
of all the officers and employees under him entitled to leave of absence or 
vacation (including teachers) to be kept on Form No. 48, and also a systematic 
office record showing for each day all absences from duty from any cause 
whatever. At the beginning of each month he shall report to the board on 
Form No. 3 all absences from any cause whatever, including the exact amount 
of undertime of each person for each day. Officers or employees serving in 
the field or on the water shall not be required to keep a daily record on Form 
No. 48, but monthly report of absences on Form No. 3 must be made. 

Rule XVI. — Leaves of aJjsence. 

1. Except judges, all regularly and permanently appointed officers and em- 
ployees of the Philippine civil service, insular, provincial, and municipal (Ma- 
nila), including teachers, may be granted leave of absence or vacation in accord- 
ance with the provisions of Act No. 1040. 

2. (a) Applications for accrued leave of officers and employees must be made 
in writing two weeks in advance, wherever possible, of the date on which the 
leave is desired to become effective, on Form No. 39, to the head of the bureau 
or office for recommendation and transmission through the board to the proper 
officer authorized to exercise executive control as contemplated in Act No. 222. 
The first indorsement on said form must be completed by the head of the bureau 
or office. 

(h) In case of the death of an officer or employee the head of the bureau or 
office shall transmit through the board application on Form No. 39 for accrued 
leave due, and application on form No. 55, supported by medical certificate on 
Form No. 41, for vacation leave covering absence on account of illness immedi- 
ately preceding death. 

(c) When an officer or employee is separated from the civil service without 
prejudice, by resignation, death, or other cause, the money value of accrued 
leave granted, estimated in accordance with the provisions of Act No. 1040, may 
become immediately due and payable if the state of the appropriation from 
which his salary is payable warrants immediate payment. If the leave granted 
is connnuted, payment therefor shall be made as provided by laAv ; if the leave 
granted is not commuted, payment shall be made by the disbursing officer of 
the bureau or office from the unexpended balance for salaries and wages, and 
the position shall remain vacant for a period equal to the accrued leave granted. 

id) An officer or employee who applies for accrued leave which was earned 
at different rates of compensation shall be granted leave with pay at the salary 
he is last receiving for a period equaling in money value the period of accrued 
leave estimated in accordance with the provisions of Act No. 1040, and he may 
be granted, if he so desires, such additional leave, without pay, as will give 
him the aggregate length of time on leave, with and without pay, as provided 
in the aforesaid act. 

3. (a) All applications for vacation leave of absence for a period of one full 
day or more must be made on Form No. 55 five days in advance, wherever pos- 
sible, and transmitted to the board immediately : Provided, That applications 
on this form for two days or less may be retained by the head of any bureau 
or office if so preferred by him and forwarded to the board on the first day of 
the following month as inclosures to monthly report on Form No. 3 ; when for- 
warded with Form No. 3, the first indorsement on Form No. 55 need not be com- 
pleted. Applications for less than one day will not be made on this form. All 
absences, including fractions of a day, must be recorded on Form No. 48 and 
reported to the board monthly on Form No. 3. In case of illness or unavoid- 
able absence from other cause notice must be immediately sent to the head of 
the bureau or office, and the application, containing a brief explanation of the 
cause of delay in filing, forwarded later. 

(h) The vacation leave of an employee whose salaries during a calendar year 
embrace the two rates of vacation leave provided in the schedule of section 3 
of Act No. 1040 shall be computed by allowing credit for the two rates in pro- 
portion to the part of the year served at each rate. 

(c) When vacation leave is requested by any officer or employee (except a 
teacher) during his first six months of service from the date of original ap- 
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pointment the board shall state on the application the date on which payment 
for such leave may properly be made under the provisions of Act No. 1040, and, 
unless the civil governor or proper head of a department directs otherwise, on 
account of illness of the officer or employee, the head of the bureau or office 
shall require that payment for such leave be withheld until that date. 

(d) Form No. 55 shall be used by teachers for all absences during school 
terms on account of illness or other cause, and the general superintendent of 
education shall require payment for such absences to be withheld until they 
have performed duty during vacation for a period equal to their absences from 
duty on account of illness, as required by Act No. 1040: Provided, That if the 
absences were due to illness the withholding of salary may be postponed to the 
beginning of the next summer vacation. Teachers in applying for permission 
to visit the United States shall use Form No. 55. which must be accompanied 
by a complete statement by the general superintendent of education of the 
service record and all absences from duty of the teacher. 

(e) Applications of officers and employees for leave of absence on account of 
wounds or injuries Incurred in the performance of duty, extending beyond the 
allowable vacation leave (par. c, sec. 4, Act No. 1040), must be made on Form 
No. 40, supported by medical certificate on Form No. 41, and evidence showing 
that the wounds or injuries were incurred in the performance of duty. 

4. Payment for vacation leave for more than two days granted any officer or 
emplo3^ee who has served less than two years shall be withheld until five days 
after his return to duty. When an officer or employee who has served more 
than two years is granted vacation leave (either alone or in connection with 
accrued leave) in excess of the accrued leave that may be due on expiration of 
the leave granted, payment for such excess leave shall be withheld until five 
days after return to duty. In either case, in the event that it shall appear 
during the first five days after return to duty from leave that it is not the Inten- 
tion of the officer or employee to continue in the performance of his duties any 
longer than to draw all back salary which may be due him, payment shall be 
withheld and full report thereof forwarded by the head of the bureau or office, 
through the board, to the civil governor or proper head of a department for 
action. If he fails to return to duty no payment for the leave withheld shall 
be made unless the failure to return is due to illness and payment is author- 
ized by the civil governor or proper head of a department. 

5. All absences of an officer or employee in excess of the vacation or accrued 
leave allowable shall be without pay, unless the civil governor or proper head of 
a department directs that payment for such absence be made, in accordance 
with paragraph c, section 4, of Act No. 1040, on account of the absence beiug 
due to illness of the officer or employee : Provided, That if an officer or employee 
was appointed in the last seven months of the calendar year he may be granted 
the proportionate vacation leave for the year, payment being withheld until 
the leave is properly due under the provisions of Act No. 1040. At the expira- 
tion of the first two years of service the officer or employee may make written 
application covering the period for which pay was withheld. This application 
shall be forwarded by the head of the bureau or office, with his recommenda- 
tion, through the board to the civil governor or proper head of a department, 
who may direct that payment be mad^, if funds are available, and that the 
absence be charged against accrued leave. 

6. If an officer or employee is separated from the service by resignation or 
otherwise after having taken vacation leave in excess of that proportion due 
for the part of the calendar year served by him, such excess vacation leave shall 
be charged against his salary or accrued leave: Pro^i(^e(f, That if the vacation 
leave was allowed on account of illness of the officer or employee, the civil gov- 
ernor or proper head of a department may direct that no deduction be made 
from his salary or accrued leave for such excess vacation leave previously 
allowed. 

7. An officer, teacher, or other employee appointed under the provisions of Act 
No. 1040, who is separated from the service by resignation or otherwise before 
having served two full years in the islands shall not be allowed any leave on 
separation. 

8. (a) The resignation of a teacher who has served in the islands two full 
school years or more may be accepted at the end of a school year, and he may 
be allowed the vacation current: Provided, That the total vacation enjoyed by 
him shall not exceed twelve weeks for every forty weeks actually taught. 

(&) As a rule the resignation of a teacher will not be accepted prior to the 
termination of the school year: Provided, That If for Illness or other urgent 
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necessity the resignation of a teacher who has served in the islands more than 
two years is accepted by the secretary of public instruction without prejudice 
prior to the termination of the school year, he may be allowed salary for one 
weeii's vacation for every month actually taught by him since the preceding 
summer vacation, any absence chargeable to vacation to be deducted from this 
allowance; but the total vacation enjoyed by him shall not exceed twelve 
weeks for every forty weeks actually taught Vacation may be allowed to the 
estate of a teacher who dies on the same basis as to a teacher whose resignation 
is accepted on account of illness. 

9. In every case where action by the civil governor or head of a department 
is contingent upon illness of an officer or employee, evidence of illness must be 
submitted on Form No. 41, except where a teacher applies for permission to 
make up, during vacation, time lost from duty on account of illness; if the 
illness was due to immoral or vicious habits, favorable action will not be taken. 

10. When an application for leave is received by the board and report on 
Form No. 3 is overdue, action on such application may be suspended pending 
the receipt of such report in proper form. 

11. Absence on Saturday shall be counted as absence for one full day. A 
Sunday or a holiday occurring at the beginning or at the end of a period of 
accrued or vacation leave shall not be considered as a day chargeable to leave. 
Leave of absence for any reason other than serious illness must be contingent 
upon the necessities of the service. 

12. Officers or employees on leave of absence shall report to the heads of 
their respective bureaus or offices at the end of each month by registered mail 
their post-office addresses for the ensuing month, and shall promptly report lu 
a similar manner and in sufficient detail every unexpected and unavoidable 
delay which may have occurred during the period contemplated by their leave 
of absence. Absence from duty at station in the Philippine Islands after the 
expiration of the leave due shall be without pay. 

13. No officer or employee in the Philippine civil service shall be dropped 
from the rolls of his office for unexplained absence in ,the United States until 
at least forty days after the expiration of the period of absence contemplated 
by the leave granted. 

14. (a) All officers and employees who are granted leave of absence for the 
purpose of visiting the United States and who contemplate returning to duty 
upon the expiration of such leave of absence shall, before leaving the islands, 
make application to the executive secretary for transportation returning to 
Manila. In each application the date of the expiration of leave of absence and 
the post-office address of the applicant while in the United States must be 
stated. 

(h) Immediately upon reaching the United States remittance covering cost of 
return transportation must be made to the chief of the Bureau of Insular 
Affairs, War Department, W^ashington, District of Columbia, with a statement 
of the date on which the applicant desires to leave the United States. x\ll sub- 
sequent communications regarding return transportation and prompt report of 
any changes occurring in the applicant's post-office address must also be directed 
to the chief of the Bureau of Insular Affairs, and a duplicate copy of each such 
communication mailed at the same time to the head of the bureau or office 
interested. 

(c) An officer or employee entitled to traveling expenses from his place of 
residence in the United States to Manila under the provisions of sections 2 or 
9 of Act No. 1040 shall file with the auditor for the Philippine Islands his ex- 
pense ncoount within thirty days, if possible, after arrival at Manila. 

Luke E. WmGHT, 

Civil Governor, 

Manila, P. I., September 1, 1904- 



Examination Requirements Relating to Appointment and Promotion. 

Promotions of appointees from the third-grade Spanish register shall be made 
only to positions the salary or compensation of which Is less than ^^00 per 
annum. Appointments by promotion to clerical positions as a result of the fol- 
lowing examinations shall not be made at a compensation above ^1,200 per 
annum : Second grade, Spanish ; junior typewriter. Appointments by promo- 
tiofir te clerical positions requiring eligibility in one of the following examina- 
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tions sUall not be made at a compensation above ^1,800 per annum : Second 
grade, English; first grade, Spanish; junior translator; Junior interpreter. 
Appointments by promotion to clerical positions with salaries above ^1,800 per 
annum require eligibility in one of the following examinations: First grade, 
English; assistant; bookkeeper; stenographer; translator; intrepreter; or an 
equivalent examination. 

The usual entrance salary of persons appointed as a result of eligibility in any 
of the above examinations is indicated in the Manual of Information Relative 
to the Philippine Civil Service, (Minute of the board, April 2, 1904.) 

Original appointments to clerical positions as a result of the following ex- 
aminations shall not be made at a compensation above W,200 per annum: 
Second grade, English ; first grade, Spanish ; junior translator ; junior in- 
terpreter. 

Hereafter the basic subjects of the following examinations shall be given in 
the English language only : Translator ; interpreter ; junior translator ; junior 
interpreter. 

Promotions as a result of the following examinations taken heretofore with 
Spanish basic subjects shall not be made above the following salaries : Trans- 
lator or interpreter, =^=2,400 per annum ; junior translator or junior interpreter, 
M,200 per annum. (Minute of the board, December 19, 1904.) 

Appointments may be made from th^ type-writing register of eliglbles to i)os!- 
tions bearing a salary of ^2,000 or less per annum, but no appointment by 
promotion or otherwise shall hereafter be made to a position the salary of 
which is more than f^,000 per annum until the applicant shall have qualified Irt 
the first grade or an equivalent examination, such as the stenography and type- 
writing examination, the bookkeeping examination, etc. (Minute of the board, 
October 29, 1902.) 

Semiskilled and unskilled laborers whose rate of compensation is less than 
^.40 per diem shall be regarded as receiving a salary of less than ^20 per 
annum and therefore not subject to examination requirements, as provided in 
paragraph 3, section 20, of the civil service act, as amended. Heads of bureaus- 
or oflices are authorized by law to employ without reference to the civil service 
board semiskilled or unskilled laborers whose rate of compensation is less than 
^=720 per annum. (Minute of the board, September 5, 1904.) 



FORMS PRESCRIBED BY THE BUREAU OF CIVIL SERVICE. 

Form No, 2, Application for examination (English and Spanish). — ^To be filed 
by applicants for examination with a view to appointment to clerical, profes- 
sional, or technical positions. 

Form, No. 3. Monthly report of changes and absences of officers and employees 
(English only). — ^To be forwarded to the Bureau of Civil Service on the first of 
every month by the head of each Bureau or Office, giving all changes and ab- 
sences for the preceding month. The provincial board will render a consoli- 
dated monthly report for the entire province, all provincial officers, the gov- 
ernor, treasurer, supervisor, fiscal, secretary, and register of deeds, and all 
employees under them, being included in one report. Each of the judges of the 
Courts of First Instance will either render one report for his district, including 
therein all employees under him, or direct the clerk of court of each province 
to render a separate report to the Bureau of Civil Service promptly at the begiur 
nlng of each month covering the court employees in the province. 

Form No, 7. Request for transfer (English only.) — To be used by heads of 
Bureaus and Offices in requesting the transfer of an employee from one classi- 
fied position to another. 

Form No. 9. Request for certification for appointment (English only). — To 
be used by heads of bureaus and offices in requesting a certification of names of 
persons eligible for original appointment to a classified position. This form 
will also be used in requesting the reinstatement of a person who has served la 
a position classified under the civil service act and rules. 

Form No. 18, Report of selection for appointment (English only). — ^To be 
used by heads of bureaus and oflices in reporting the selection or selections for 
original appointment made from certification of names in response to request 
on Form No, 9. 



40 PHILIPPINE BUKEAU OF CIVIL SEEVICE. 

Form No. 32. Oath of office (English only). — To be executed by the ap- 
pointee on the date of entry into the position to which promoted, reduced, trans- 
ferred, reinstated, or originally appointed. 

Foi'm Ko. 33. Appointment (English only). — To be forwarded to the bureau 
of civil service by the heads of bureaus and offices for every appointment in the 
classified service, whether by promotion, reduction, transfer, reinstatement, or 
original appointment. This form is not to be forwarded until the appointee 
has entered upon the performance of his duties; the date of such entry will he 
the date the appointment is to take effect. The character of the appointment 

Is to be stated in the last blank line, e. g., ''Transfer from the bureau of , 

at ^1,800 ; " " Reinstatement ; " *' Probational appointment ; " *' Promotion from 
1F=l,44l)." Form No. 33 is not to be used in appointnig a person to any un- 
classified position or in cases of temporary appointment or temporary or emer- 
gency employment. A resolution of the Commission of July 27, 190G, jirovides 
that " in all cases in which the salary of a position is increased or a new posi- 
tion created by an appropriation act appointment to such position or increased 
salary shall not be of date prior to the date of the passage of the appropria- 
tion act, or such other date as may have been fixed specifically by law or reso- 
lution of the Philippine Commission for the increase in salary or the creation 
of the new position, as the case may be," and that, " aside from exceptional 
cases, appointment shall not be effective as of date prior to that upon which the 
appointment or promotion is actually made." Whenever, therefore, an ai)point- 
ment is made effective as of date prior to that upon which the appointment or 
promotion is actually made, a statement should accompany the appointment 
showing why it should be regarded as an exceptional case. 

Form No. 35. Apj)Hcation and ea'aminaUon for the trades and skilled occu- 
patiofis (English and Spanish). — To be used by applicants for the trades and 
skilled occupations. In most cases the examination consists wholly of the evi- 
dence of experience, training, character as workman, age, and physical condi- 
tion contained in this form. In other cases, additional elements, consisting of 
practical questions or the second or third grade examination, are included. 

Form No. 39. Application for acci^ued leave of absence (English only). — To be 
filed by the officer or employee two weeks in advance, wherever possible, of the 
date on which the accrued leave requested is desired to become effective. The 
first indorsement on this form, containing a statement of any absences not pre- 
viously reported to the Bureau of Civil Service on monthly report on Form No. 
8, should be completely filled by the head of the bureau or oflSce and the applica- 
tion promptly forwarded to the Bureau of Civil Service. 

Form No. 41. Medical certificate (English only). — When an officer or em- 
ployee applies for further leave of absence on account of wounds or injuries 
Incurred in the performance of duty, extending beyond the allowable vacation 
leave, the application must always be accompanied by Form No. 41, completely 
executed by the physician or physicians who were in actual attendance upon the 
applicant for the whole of the period or periods for which the extension of vaca- 
tion leave on account of wounds or injuries is requested, and also by evidence 
showing that the wounds or injuries were incurred in the performance of duty. 
(See sec. 3, par. e, Civil Service Rule XVI.) 

Form No. 41 must also accompany every application made under paragraph c, 
section 4, act No. 1040, for payment for leave on account of illness in advance of 
the date on which payment for such leave may properly be made under the pro- 
visions of section 2 or 3 of that act. ( See sec. 3, par. c, and sees. 5 and 9, Civil 
Service Rule XVI.) Form No. 41 must also accompany every application for 
vacation leave covering absence immediately preceding death. (See par. &, sec. 
2, Civil Service Rule XVI.) 

Form, No. 47. Application for examination — supplementary certificate for pro- 
fessional, scientific, or technical positions (English only). — To be filed by all 
applicants for examination with a view to appointment to professional, scien- 
tific, or technical positions, as a supplement to Form No. 2, which must also be 
filed by them. 

Fo7m No. 48. Daily time record. — Section 3 of Civil Service Rule XV provides 
that each head of a Bureau or Office shall require a daily record of attendance 
to be kept on this form of all officers and employees (Including teachers) under 
him who are entitled to leave of absence or vacation, except those serving In the 
field or on the water. By direction of the governor-general, time records in 
Manila will be kept on a time clock, or in offices having no time clock, by time 
clerks, and not by individual employees. The officer or employee in charge will 
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verify the correctness of these records and forward them to the chief of the 
Bureau or Office, who will use them as a basis for rating punctuality and attend- 
ance in the semiannual efficiency report on Form No. 54. The daily time record 
on Form No. 48 will not be transmitted to the Bureau of Civil Service except 
upon request therefor. 

Form No. 52. Efficiency record of employees. — To be compiled by the chief of 
bureau, chief of division, or other desij^nated officer or employee, in accordance 
with the provisions of section 4, Civil Service Rule IX. This form will be 
retained in the Bureau or Office as a permanent office record. 

Form No. 54- Semiannual efficiency report. — To be compiled from data ob- 
tained from Forms 48 and 52 and forwarded to the Bureau of Civil Service on 
the first dny of January and July, in accordance with the provisions of section 
4 of Civil Service Rule IX, giving the efficiency ratings for the preceding six 
months. The pi'ovincial board will render a consolidated report for the entire 
province, all provincial emplojees under the governor, treasurer, supervisor, 
fiscal, secretary, and register of deeds being included in one report. Each of 
the judges of the Courts of First Instance will render one report for his district, 
including therein all employees under him. 

Form No. 55. Application for vacation leave of absence (English only). — All 
applications for vacation leave of absence for a period of one full day or more 
must be made on this form five days in advance wherever possible; if applica- 
tion was not made in advance, a brief explanation must be given on the form of 
the cause of the delay and a statement of whether or not notice of absence was 
immediately sent to the head of the Bureau or Office. Application for more than 
two days must be immediately transmitted to the Bureau of Civil Service by 
the head of the Bureau or Office, the first indorsement being carefully completed 
by him ; if there are no unreported absences, that fact must be stated in the 
indorsement, and if application was not made in advance the date of the receipt 
of notice of absence must also be given. Applications for two days or less may 
be retained by the head of any Bureau or Office, if so preferred by him, and 
forwarded to the Bureau of Civil Service on the first day of the following 
month as inclosures to monthly report on Form No. 3; when forwarded with 
Form No. 3 the first indorsement on Form No. 55 need not be completed, but the 
absence must be entered on Form No. 3 as usual. If Form No. 55 is not 
retained for the purpose of forwarding as an inclosure to Form No. 3, the first 
indorsement must be completed by the head of the Bureau or Office and the 
application transmitted to the Bureau of Civil Service as in the case of an 
application for more than two days. 

Note. — The above forms are furnished by the Bureau of Civil Service on 
request, and should always be ordered by form number. Provincial officers 
should telegraph their orders when necessary. 



OPINIONS OF THE ATTORNEY-GENERAL. 

An officer or employee who is separated from the service for cause loses all rights 

to leave of absence. 

Under sections 2 and 3 of Act No. 1040 the granting of leaves of absence 
♦ ♦ ♦ presupposes that the employee's service has been satisfactory. When 
an official has been separated from the service for " cause *' he has evidently 
not rendered satisfactory service, and consequently loses all his rights to any 
leave. (Opinion of Apr. 14, 1904; 382-A.) 

Municipal treasurers acting- as deputy provincial treasurers are not entitled to leave of 
absence under the provisions of Act No. 1040. 

Municipal treasurers acting as deputy provincial treasurers are not entitled 
to leave of absence under Act No. 1040. Subsection c of section 1 of Act No. 
999 provides "the municipal treasurer may also act as a deputy of the pro- 
vincial treasurer and receive such additional compensation therefor, to be paid 
from the provincial funds, as the provincial board may fix and the treasurer of 
the Philippine Islands approve, anything in existing laws to the contrary not- 
withstanding." 

Under this section a municipal treasurer who is acting as deputy to the 
provincial treasurer is employed both by the municipality and the province and 
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receives pay from both, devoting a part of his time to his municipal office and a 
part to his provincial office. Such being the case, there are two reasons why 
he should not be granted leave of absence under Act No. 1040. In the first place, 
it is very doubtful if such an employee works for the province the number of 
hours required by section 1 of Act No. 1040. In the second place, I think that 
the spirit of subsection f of section 2 of Act No. 1040 would apply, which pro- 
vides that persons who receive compensation for official duties performed in con- 
nection with private business, such duties recruiring only a portion of their time, 
shall not be entitled to leave. 

Although it can not be said that the position of municipal treasurer is strictly 
private business, yet this position is the employee's regular employment, and his 
duties as deputy provincial treasurer are performed in connection with it. In 
other words, the important position is that of municipal treasurer, and after- 
wards that of provincial deputy. (Opinion of Sept. 7, 1904; 987.) 

The provincial board may suspend a municipal treasurer pending the investigation of 
charges against him, and may remove such treasurer without the approval of the civil 
governor. 

Act No. 999 vests in the provincial board the power to remove a municipal 
treasurer without the approval of the civil governor. Therefore, section 7 of 
Act No. 83, conferring the power on the provincial governor to hear complaints 
made against the conduct of the executive officers of a municipality, and " to 
take suitable action thereon either by dismissing the complaints, by suspend- 
ing the official and transmitting the charges to the Commission, or by direct- 
ing the provincial fiscal to bring a criminal or civil suit," etc., and the provi- 
sions of section 1 of Act No. 314, relating to the method of procedure in cases 
of suspended municipal officials, must be held not to apply to municipal treas- 
urers in view of the above-quoted provision of Act No. 999. 

Since the power to suspend a municipal treasurer is not vested by express 
provision of law in any official or body, and since it is incident to the power 
to remove, it is my opinion that the suspension of a municipal treasurer, pend- 
ing the investigation of charges against him, should be made by the provincial 
board. (Opinion of February 14, 1905; 8478.) 

Elective officers are not entitled to leave of absence under the provisions of Act No. 1040. 

In my judgment, elective provincial officers are not entitled to leave under 
the civil-service or leaves of absence acts. Act No. 5, entitled "An act for the 
establishment and maintenance of an efficient and honest civil service in the 
Philippine Islands," section 5, as originally passed, contains the provision that 
said act " shall apply * * * to all appointments of civilians to executive 
positions ; " and said section of said act, as amended July IG, 1901, November 
29, 1901, and January 9, 1903, contains the provision that the act " shall apply 
♦ ♦ * to all appointments of civilians in the bureaus and offices of the gov- 
ernment of the Philippine Islands ; " and the other sections of said Act No. 5, 
as originally passed and as subsequently amended, refer in many places to the 
entry of persons into the civil service by appointment, and nowhere to such 
entry by election. 

Act No. 80 is entitled "An act regulating the hours of labor, leaves of absence, 
and transportation of appointees under the Philippine civil service," and relates 
to " employees " in the " offices in the Philippine civil service ; " and the same 
is' true of said act as amended on January 28, 1902, August 30, 1902, November 
11, 1902, February 27, 1903, April 7, 1903, and May 18, 1903. Act No. 1040, 
repealing Act No. 80 and all acts amendatory thereof, and entitled "An act 
regulating the hours of labor, leaves of absence, and transportation of officers 
and employees in the Philippine civil service " * * * expressly provides in 
subsection a of section 2 thereof that " accrued leave of absence " shall be 
granted "each regularly and permanently appointed officer or employee in the 
civil service, insular or provincial, or of the city of Manila, except as herein- 
after provided ; " and the other sections and subsections of said Act No. 1040 
refer in many places to the persons to whom said act applies as being those who 
have entered the service by appointment. Elective officers are not referred to in 
any of the acts above mentioned, either as originally passed or as amended, in 
any way. I am therefore of the opinion that (to quote from subsection g of sec- 
tion 2 of Act No. 1040) "officers and employees of the Philippine civil service, 
whether serving as such by regular appointment or by detail from the Army, the 
Navy, or the civil service of the United States,** and no other persons, are en- 
titled to leaves of absence under said acts. (Opinion of Feb. 6, 1904; 3243-1.) 
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A person reinstated to the Philippine civil senrlce can not be allowed vacation leave under 
the provisions of Act No. 1040 prior to the expiration of six months from the date of 
his reinstatement. 

Section 3 of Act No. 1040 provides in part: "After at least six months' con- 
tinuous, faithful, and satisfactory service, the civil governor or proper head 
of a department may, in his discretion, grant each officer or employee entitled 
to the accrued leave provided in section 2 of this act, in addition to such ac- 
crued leave, vacation leave of absence with full pay." 

Under the provisions of this section, six months' continuous service is plainly 
a condition precedent to the granting of any vacation leave. In the present 
case the employee resigned and thereby severed all his relations with the gov- 
ernment This constitutes a distinct break in his services. Therefore he has 
not rendered six months' continuous service, and no vacation leave can be 
properly granted him until he has done so. 

Subsection c of section 4 of Act No. 1040 provides in part : " Payment of sal- 
ary to an officer or employee for any absence during his first six months of 
service, properly chargeable to vacation leave ♦ ♦ ♦ shall be withheld until 
such leave may properly be taken under the provisions of section two or three 
of this act." 

According to this subsection, payment for vacation leave shall be withheld 
until the leave may be properly taken under the above-quoted section 3 of Act 
No. 1040. As previously stated, the employee in question can not properly take 
vacation leave until six months after his reinstatement. Therefore, in accord- 
ance with the provisions of said subsection c of section 4, payment must be 
withheld for the vacation leave taken by a duly reinstated employee until six 
months after his reinstatement. (Opinion of Mar. 27, 1905; 5647-A.) 

When the resignation of an employee before the expiration of two years* service is ac- 
cepted on account of illness, or other cause, no accrued or vacation leave can be al- 
lowed, nor can a proportional part of traveling expenses and half salary en route to the 
Islands from the United States be paid. 

Vacation leave is granted to employees for the purpose of allowing them to 
recuperate, and always presupposes that the employee is still in the govern- 
ment service. Likewise, the phrase *' in cases of resignation, vacation leave 
shall not be allowed in addition to accrued leave " is a general statement, and 
as it is nowhere modified it covers all cases. Therefore, vacation leave can never 
be granted on resignation. This, however, does not mean that an employee 
who has been ill may not charge absences from duty prior to his resignation to 
vacation leave. 

In regard to accrued leave, paragraph a, section 2, of Act No. 1040 makes two 
years' continuous, satisfactory service, a condition precedent to the granting^ of 
any accrued leave, but paragraph c of section 4 of the same act modifies this 
condition to the extent that in case of absence during his first two years' serv- 
ice due to illness, etc., the civil governor or proper head of a department may 
direct that salary due from such accrued leave need not be withheld. This 
covers only those cases in w^hich the employee overstays his vacation leave 
from illness. It is intended as maintenance to an employee who is still in the 
service, but does not provide for commuting leave on resignation for any 
cause. I am, therefore, of the opinion that accrued leave can not be granted 
before two years' service. 

Section 9, paragraph a, of act No. 1040 makes it an absolute condition that 
traveling expenses borne by an employee shall not be refunded until after 
two years of service. There is no provision in the law for any proportional 
payment of any kind. I am therefore of the opinion that such a proportional 
part of traveling expenses and half salary provided by paragraphs a and & of 
section 9 of Act No. 1040 can not be paid to presons who have served less than 
two years, no matter what the reason for their resignation. (Opinion of June 
30, 1904; 3235.) 

The thirty days on half pay granted on resignation after three years' service begins at 
the end of accrued leave allowed, and leave does not accrue on such thirty days. 
Leave of absence on half pay for sixty days allowed in connection with leave of ab- 
sence to visit the United States, begins at the expiration of the accrued and vacation 
leave granted. 

In a case where an employee has rendered continuous, faithful, and satisfac- 
tory service for three or more years after arrival in the Philippine Islands 
resigns, and in addition to his regular leave is granted thirty days on half pay 
while going to the United States, does leave accumulate on said thirty days? 
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It has been held by the civil service board, and approved by the civil governor, 
that leave does not accrue on such thirty days. 

Do the thirty days above mentioned begin prior to or at the end of accrued 
leave? 

It has also been decided in the same manner as the first question, that such 
leave begins at the end of the accrued leave. 

The further question is raised by the letter of the auditor of August 22, 
Inclosed heroin, as to when the sixty days allowed by section 2, paragraph e, of 
Act No. 1040 should be charged. 

It has also apparently been held by the civil service board, and approved by 
the governor, that said sixty days are allowed at the end of vacation and ac- 
crued leave. It is my opinion that all of these rulings are final and are sup- 
ported by the spirit and letter of the law ; hence there is no need for a further 
discussion of same. (Opinion of Oct. 20, 1904; 3258.) 

An employee appointed in the United States under the provisions of Act No. 1040 does 
not earn accrued leave during the period of travel from San Francisco to Manila. 

The question submitted in the within papers is as follows: Does an employee 
appointed in the United States under the provisions of Act. No. 1040 earn 
accrued leave during the period of travel from San Francisco to Manila? 

As a general rule, all employees from the United States are provisionally 
appointed there and their appointment made final upon arriving in the islands. 
The exact facts are not set out in the withhi paper, but it is presumed that such 
is the present case. Paragraph a of section 2 of Act No. 1040 provides that 
" permanently " appointed employees are entitled to accrued leave. Until the 
employee arrives in the islands he is not such a permanent employee, but is a 
provisional employee. Therefore, under the provisions of this section the em- 
ployee would not be entitled to have accrued leave while en route from San 
Francisco to Manila. 

Also section 5 of Rule V provides: "If the eligible was provisionally ap- 
pointed in the United States, his regular appointment will be effective the day 
following the date of his actual landing in the Philippine Islands, provided he 
reports immediately at the office of the board, and leave shnll not accrue prior 
to date of regular appointment." These rules were promulgated by the gover- 
nor-general and within their scope are binding on all officials. 

As the above section, in accordance with the provisions of Act No. 1040, 
provides that leave does not accrue until after a regular appointment in the 
islands, no leave should accumulate while the employee is en route. (Opinion 
of Mar. 23, 1905.) 

Natives of the Philippine Islands who are ^rantod leave under the provisions of Act No. 
1040 for the purpose of visiting the United States after three years' service are not 
entitled under that act to payment by the government of return traveling expenses. 

Paragraph e, section 2, of Act No. 1040, while providing in general terms for 
leave with permission to visit the United States, is limited, in its last sentence, 
to those employees who have a residence in the United States. It is the purpose 
of this section to allow those employees who are citizens of the United States to 
visit their homes and families, especial privileges being granted for this pur- 
pose. This is more clearly shown by the fact that such traveling expenses 
would not be paid to any employee who chose to spend his leave in any other 
place than the United States. Likewise, it would be impossible to fix from 
what place such traveling expenses would be allowed, inasmuch as there is no 
residence in the United States. Therefore, those employees named under para- 
graphs h and c, section 28 of Act 5, are not entitled to the privilege granted in 
the last sentence of paragraph e, section 2, of Act No. 1040. (Opinion of Aug. 
8, 1904; 3274.) 

Payment for leave of absence of an officer or employee vrho has served In more than one 
bureau or office during the period for which leave is allowed should he made for the 
entire leave taken from the funds of the bureau or office In which he is servng at the 
time the leave Is granted. 

I have the honor to acknowledge receipt of the Inclosed papers relating to 
the commutation of the accrued leave of George N. Hurd, assistant attorney in 
this office. Unquestionably in equity the greater part of this accrued leave 
should be paid by the city of Manila, in whose service Mr. Hurd was at the time 
the same was earned. However, the provisions of Act No. 1040 and the uniform 
ruling of the auditor's ofBce would seem to require that the same be paid by the 
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bureau of justice. Act No. 1040, section 0, specifically provides that upon the 
resifijnation or death of an officer or employee, payment for the accrued Joave 
shall be made from the salary appropriated for the position last filled by him. 
It is true that Mr. Ilurd is still living, and has not resigned, but in all reason 
this accrued leave should come from the same fund as in the case of his death 
or resignation. 

In this connection attention is called to the fact that at the time of the passage 
of Act No. 1040 the recorder of the Commission was instructed to prepare an 
act providing that accrued leave should be paid pro rata by the departments 
where the same was earned. This bill was prepared, but at the earnest solicita- 
tion of the auditor and of the chairman of the civil service board it was aban- 
doned. 

The reasons stated by the civil service board for its objection to the proposed 
measure were as follows : ** The board concurs with the auditor in opposing 
a pro rata division of leaves, believing with him that upon the transfer of an 
officer or employee all obligations in the way of leaves of absence should be 
assumed by the bureau, province, or city to which transfer is made. As stated 
by the auditor, payments of salary on account of leave would eventually be 
approximately equalized, and the assuming of all obligations for leave by the 
bureau, province, or city to which transfer is made would tend to prevent 
transfers except where the transfer ts made on account of the special fitness of 
the officer or employee for the position to be filled." 

The uniform rulings of the civil-service board and of the auditor since the 
passage of Act No. 1040, so far as I have been able to obtain them, have been 
to require the bureau in which the applicant is employed at the time the leave 
Is granted to pay the same. This ruling is manifestly in accordance with the 
law, and it would seem that even if the law did not require it that it would be 
inequitable at this date to change it, and that less injustice would be done by 
following the ruling than by abandoning it. 

I am therefore of the opinion that the accrued leave of Mr. Hurd should be 
paid by the bureau of justice. (Opinion of June 19, 1905. Concurred in by the 
acting auditor, June 23, 1905; 5133-A.) 

The civil-service board has authority to require eligibility in an appropriate examination 
as a condition precedent to increase in salary of a classified employee without an 
examination status. 

Section 4 of Act No. 5 provides in part : ** The board shall prepare rules 
adapted to carry out the purpose of this act," etc. 

" Paragraph e of section 6 of Act No. 5 as amended provides : * The rules to 
be prepared and certified by the board shall provide * * * for competitive 
or noncompetitive promotion examinations, as the board shall determine.' 

** In pursuance of said section 4 the rules of the civil-service board have been 
promulgated annually since 1901. Section 1 of said rules says: * The board shall 
have authority to prescribe such regulations in pursuance of and in execution 
of these rules and of the civil-service act as may not be inconsistent therewith.' " 

The distinction, therefore, must be clearly kept in mind between the rules to 
be prepared by the board and promulgated by the governor-general under the 
authority of Act No. 5, and the regulations to be prepared and promulgated by 
the civil-service board under authority of the rules. In raising this question 
the distinction between the "rules" and "regulations" was confused, and I 
thinly this is responsible for the difficulty. The exact language used was as 
follows : "A question arises whether the board has lawful authority to impose 
any promotion test pending the adoption of the regulations authorized by sec- 
tion 6, paragraph e, supra, of the civil-service act. The power to adopt promo- 
tion regulations is especially conferred by the section and paragraph quoted. 
But what law authorizes the board to exact promotion tests pending the adop- 
tion of such regulations? Is this not exercising a power before it accrues? " 

Or, in other words, the adoption of the regulations mentioned is a condition 
precedent to any promotion test 

However, said paragraph e, section 6, does not provide for the promulgation 
of regulations, but for the promulgation of rules. Section 6 of Rule IX was so 
promulgated, and provides : ' 

" Until the promotion regulations herein authorized have been promulgated 
by the board for any department, bureau, office, or branch of the service, and 
the board has notified such department, bureau, office, or branch of the service 
that it is prepared to conduct the promotion examinations authorized under 
the civil-service act and rules, promotions therein may be made upon any 
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tests of fitness not disapproved by the board which may be determined upon 
by the appointing oCacer: Provided, That pending the adoption of such regu- 
lations, in case of proposed promotion from one class to another class of 
an employee who has not entered the service through the examination pre- 
scribed for the class to which promotion is proposed, such employee shall 
be required to obtain an eligible rating in such prescribed examination taken 
noncompetitively, and the appointment by promotion thus made shall not 
become effective prior to the date of taking the examination in which an 
eligible rating is obtained." 

Under this section, the governor-general has specifically authorized the 
civil-service board to hold noncompetitive examinations for promotion from 
one class to another of employees who enter the service without examination, 
and did not place any condition precedent upon this authority. The board 
then had authority to act immediately upon the promulgation of the rule 
regardless of regulations. The regulations referred to in said rule are not 
such a condition precedent and have apparently been confused with the 
rule itself. 

I am therefore of the opinion that the civil-service board clearly has the 
authority to exact a promotion test from an employee who entered the service 
without examination before that employee may be promoted in salary. (Opin- 
ion of May 26, 1905; 2058.) 



RESOLUTIONS OF THE PHILIPPINE COMMISSION. 

An employee must have served three full years or more, irrespective of any accrued leave 
that may be due him, before becoming entitled to the privileges of subsection {d), sec- 
tion 9 of Act No. lOlfO. 

The true construction of paragraph 4 of section 4 of Act No. 80, as amended 
[now subsection {d), section 9 of Act No. 1040], requires that an employee in 
the Philippine civil service must have served three full years or more after 
the passage of the civil service act, irres^pective of the time of his accrued 
leave of absence, before he becomes entitled to be furnished with transportation 
from Manila to SaU Francisco and half salary for thirty days in addition to full 
salary for the period to which he may be entitled as leave of absence. (Reso- 
lution of November 10, 1903; 4069.) 

Special attention is called to the requirement that officers and employees obtain per- 
mission before engaging in business or commercial enterprises or occupations. 

The question of uniform procedure in the various bureaus in regard to para- 
graphs 5 and 6 of Civil Service Rule XII was presented to the Commission. It 
appeared that in some departments no requests for permission to engage in 
business or commercial enterprises or occupations had been received, while in 
other of the executive departments such requests had been presented. It ap- 
peared to be desirable that there should be a uniform course of procedure in 
all of the bureaus and departments, and that the matter ought to be called to 
the attention of civil service officers and employees in order that they may keep 
themselves within the limits of the law. It was therefore, on motion, resolved 
that the Philippine civil service board be requested by circular to call the 
special attention of all chiefs of bureaus and officers and employees within the 
classified civil service to the rule in question and to the necessity of complia»*ce 
therewith. (Resolution of November 23, 1904; 5751.) 

The estate of an employee who dies prior to two years' service, but after the expiration 
of six months' service, may be allowed accrued leave. 

When a regularly appointed official or employee of the Philippine civil 
service, who has rendered faithful and satisfactory service for more than six 
months and less than two years, shall die while in the service, the unused ac- 
crued leave which might have been granted to him after the expiration of two 
years* service may, in the discretion of the civil governor or proper head of 
department, be allowed to his estate for such unused accrued leave as has not 
already been enjoyed by the deceased during his illness, notwithstanding he 
has not served two full years. (Resolution of November 29, 1904; 1415.) 
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Tronsportation due under au/bsection (d), section 9 of Act No. 10^0, must he used within 
aiw months after date of separation from the service or it is forfeited; if an. employee 
desires to return to the United States via Europe j commutation of the value of such 
transportation may he made. 

By the provisions of Act No. 80 it was not contemplated that an employee of 
the civil government who had rendered faithful and continuous service for 
three years or more should be permitted to commute his transportation in the 
event that he did not intend to return to the United States, but that he was to 
receive passage in kind. Act No. 1040 permits him to receive the cost of trans- 
portation by any other route to the extent that it would cost the Government to 
furnish him direct transporation from Manila to San Francisco. As it is desir- 
able to establish a fixed rule as to the time within which applications for return 
transportation may be made, it is hereby directed that such applications must be 
filed within six months after the resignation of the employee entitled to such 
transportation. In the event the officer or employee resigning after service of 
three years or more desires to return to the United States via Europe, the 
executive secretary is authorized to make arrangements for his transportation 
upon the payment by the officer or employee concerned of the difference between 
the cost of transportation which would have to be furnished by the insular 
government from Manila to San Francisco and the cost of the transportation by 
the desired route. (Resolution of February 14, 1905; 4622.) 

Except in cases of separation from the service leave of ahsence shall not he commuted to 
an officer or employee who remains in the islands during the period of his leave, and 
in case an officer or employee has had commutation of his leave and desires to return 
to duty hefore the expiration of such leave, he must first refund the money value of 
the leave which has not heen used. 

In the opinion of the Commission the provision of Act No. 1225, permitting the 
governor-general or proper head of department, in his discretion, to commute 
two or more years' leave of absence to persons entitled thereto, or any similar 
provision which may hereafter be enacted, should not be construed to authorize 
the payment in any case of such commutation to an officer or employee who 
remains in the islands during the period of his leave. 

No officer or employee who is granted leave of absence and has the same 
commuted shall be allowed to return to duty prior to the expiration of the leave 
which has been commuted without refunding to the proper disbursing officer the 
money value of the unused portion of such commuted leave of absence. (Reso- 
lution of March 3, 1905; 3560-A.) 

When it hecomes necessary to employ aliens in classified or unclassified positions, such 
persons should he considered as temporary employees and therefore not entitled to 
leave under Act No. lOJfO. 

When the needs of the service require the employment of aliens in classified 
positions, temporary employment will be authorized by the Civil Service Board 
under the provisions of paragraph {p), section 6, of the civil-service act. If it 
is necessary to employ aliens in unclassified positions they should be regarded 
as temporary employees also, and should not be given regular appointment 
Temporary employment does not carry with it the benefits and privileges of 
Act No. 1040. (Resolution of April 28, 1905; 3031.) 

Where regularly appointed employees are separated from the service because of lack of 
work or abolishment of their positions, even though they may not have completed 
two years' service, as required by Act No. lOkO, they shal be entitled to accrued leave 
for the time served. 

It is the sense of the Commission that where a regularly appointed employee 
of the permanent service is separated therefrom because of lack of work or the 
abolishment of his position, and through no fault of his own, he should be 
allowed such accrued leave as he may have earned for the time served, calcu- 
lated on the basis of the leave allowed by Act No. 1040, even though he may not 
have completed two years* service at the time of his separation. (Resolution 
of December 7, 1905; 8920.) 

Original appointments or promotions dependent upon an appropriation act shall not be 
made effective prior to the date of passage of the appropriation act; save in exceptional 
cases, appointments and promotions shall not be retroactive. 

In all cases In which the salary of a position is Increased or a new position 
created by an appropriation act, appointment to such new position or Increased 
salary shall not be of date prior to the date of the passage of the appropriation 
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act, or such other date as may have been fixed specifically by law or resolution 
of the Philippine Commission for the increase in salary or the creation of the 
new position, as the case may be. 

Aside from exceptional cases, appointment shall not be effective as of date 
prior to that upon wliich the appointment or promotion is actually made. (Res- 
olution of July 27, 1000 ; 11953.) 



EXAMINATIONS AND APPOINTMENTS. 

Table showing the results of all examinations (noneducational pxcepted) held by the bureau 
of civil service during the year ended Juue SO, 1906 a 



Examinations. 



HELD IN MANILA. 



For original ap- 
pointment. 






(2) 
(3) 

(4) 

(4) 

(5) 

(5) 

(6) 

(fi) 

(7) 

(7) 

(8) 

(8) 

(9) 

(9) 

(10) 

(11) 

(12) 

(12) 

(13) 

(14) 

\l5} 

(16) 

(17) 

(18) 

(19) 

(20) 

(21) 

(22) 

(22) 

(23) 

(23) 

(24) 

(25) 

2fi) 

(27) 

(28^ 

(28) 

(29) 

(29) 

(30) 

(31) 
(32) 
(33) 
(34) 
(35) 
(35) 
(36) 

m) 

(37) 



Apprentice 

Ap rendiz 

Assistant 

B ookkeeper 

Tenedor de libros 

Clerk of court 

Escribano 

Clerk, first grade 

Primer grado 

Clerk, second grade 

Segimdo grado 

Clerk, third grade 

Tercer grado 

Compositor, junior 

Cajista auxiliar 

Draftsman, junior topographic 

Delineante topogrfifico auxiliar 

Delineante arquitect^nico auxiliar. .. 

Delineante mecfinieo auxiliar 

Engineer, chief 

Maquinista 

Engineer, civil 

Ethnologist, assistant 

Fireman, first class 

Forester 

Hospital attendant 

Inoculator 

Inspector of sanitation 

Inspector, street 

Interpreter 

Interpreter, junior 

Intfirprete auxiliar 

Nurse, trained 

Enfermera prActica 

Patrolman, first class 

Policia de tercera clase 

Lieutenant, police 

Captain, police 

Prison guard 

Guardia de prisidn 

Stenographer 

Taqulgraf o 

Supply officer, bureau of constabu- 
lary 

Surveyor 

Teacher 

Teacher of music 

Translator 

Translator, junior 

Traductor auxiliar 

Typewriter 

Escribiente 6, raAquina 

Typewriter, junior 



109 

32 

1 

13 

2 

1 

8 

191 

34 

482 

298 

459 

251 

2 

4 

8 

10 

6 

1 

5 

1 

4 



83 
2 

105 
121 
108 
129 
1 
2 



For promotion or 
transfer. 



18 
19 
100 

46 



30 



100 
60 



75 



84 
100 
73 



100 



33 
53 
33 
100 



100 
63 



60 



4 
64 
17 
104 
69 
18 
14 



100 



100 
100 
33 



69 
100 



50 
45 
100 
100 
17 



67 



Total. 



109 

32 

22 

16 

6 

1 

12 
255 
51 
586 
357 
477 
265 



20 



102 

6 

123 

140 

109 

135 

1 

2 



a This table does not include the teacher and Filipino teacher examinations held In June, 1906, as thfr 
rating of the papers of the competitors in tnese examinations has not been completed. 
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Table showing the results of all examinations {noneducational excepted) held by the bureau 
of civil service during the year ended June 30, i906— <^ontinued. 



Kxarairiations. 



HELD IN MANILA— continued. 



(37) Mecandgraf o auxiliar 

(38) Veterinarian 

(39) Cartero 

(40) Encuademador auxiliar 

(41) Fotograoador 

(42) Montero 

(43) Observador de segunda clase. 

(44) Prensista auxiliar 



For original ap- 
pointment. 



In Manila: 

Englisli 1 . 478 

Spanish 855 



HELD IN PROVINCES. 



(2) Assistant 

(3) Bookkeeper 

(3) Tenedor de libros 

(4) Clerk of court ' 

(4) E scribano 

(5) Clerk, first grade 

(5) Primer grade 

(t)) Clerk, second grade 

(C) Segundo grado 

(7) Clerk, third grade 

(7) Tercer grado 

(8) Compositor, junior 

(9) Delineante topogrfiflco auxiliar 

(10) Delineante arquitectdnico auxiliar. . 

(13) -Engineer, civil 

(17) Hov^pital attendant 

(21) Interpreter 

(24) Patrolman, first class 

(28) Prison guard 

(31) Surveyor 

(32) Teacher 

(34) Translator 

(35) Translator, junior 

(38) Veterinarian 

(42) Ranger 

(42) Montero 

(45) Compositor 

(46) Field assistant in forestry 

(47) Teacher of domestic science 



In provinces: 
EngUsh . - . 
Spanish . . . 



Total. 



Total 2, 333 



4 

4 

1 

8 

65 

26 

424 

344 

499 

438 

1 

1 

2 

1 

1 

1 

1 

1 

3 

29 
1 
10 
1 
4 
2 
1 
1 
1 



1,052 

825 



1,877 



469 
355 



1 

29 

5 

57 

164 



192 
363 



11 
100 
30 

11 



For promotion or 
transfer. 



20 i 
33 i 



32 \ 
42 I 



2c5 
112 



35 i 377 



50 115 
50 2 

3 



100 
50 



100 
100 
100 
100 
100 
24 



100 
50 
50 



2 
29 
29 
34 
130 



248 
181 



429 



104 
63 



167 



Total. 



100 



100 
44 
50 



100 



^.9 



1,743 
9<)7 



2,710 



117 
6 
7 
1 

10 

04 

55 

458 

474 

499 

453 

1 

2 

3 

1 

1 

1 

1 

1 

5 

88 

3 

14 

1 

4 

2 

1 

1 

2 



1,300 
1,006 



39 2,306 



548 
390 



938 



1 
37 
9 

60 
214 
86 
199 



17 
100 
27 
11 



20 
50 



31 
40 



35 



54 
50 



10 
39 
16 
13 
45 
17 
44 



£0 
33 



100 
100 
100 
100 
100 

33 



100 
50 
50 



23 
42 



31 



250b— 07 M- 



50 
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Filipinos taking examinations in English during the year ended June 30, 1906. o 





For original appoint- 
ment. 


Nu 

be 

exa 

ine 


For promotion or 
transfer. 


Total. 






Examinations. 


Number 
exam- 
ined. 


Num- 

b3r 

passed. 


Per 

cent 
passed. 


m- 
ir 
m- 
d. 


Num- 
ber 
passed. 


Per 

cent 

passed. 


Number 
exam- 
ined. 


Num- 
ber 
passed. 


Per 

cent 

passed. 




1 


& 


20 


fS 


i 


1 


i 
1^ 


1 






6 


^ 


"oi 
J^ 

109 
1 

1 

23 

506 

456 

2 


a5 


1 
20 


i 


03 




HELD IN MANILA. 

Apprentice 


109 




....1 18 


] 


1 


.... 18 




Bookkeeper 




1 




■ 








Clerk of court 


1 

12 
402 

438 
2 

8 
2 
2 
16 












....... 














Clerk: 

First grade 

Second grade 

Third grade 

Compositor, junior. . 

Draftsman, junior 
topographic 

Engmeer, civil 

Interpreter 










11 ... 

104 ... 
18... 


1 .... 

18 .... 
1 


9 
17 
6 




■36' 
21 


1 
93 
108 

1 


1 4 




30 
21 


75 

107 

1 


5 \ 19 
1 ! 24 

...A 50 


17 
5 


5 

1 


18 
24 
50 


17 
5 














8 
2 








1 .... 


60 








1 1 




50 
33 
45 
50 
100 






1 

6 


... . . 

...i 1 '....,100 
...! 2 i....' 33 

. . : 4 i ' Fi) 




3 i 




Interpreter, junior. . . 
Lieutenant, police. . . 




8 




60 .... 


.... 


22 !...- 10 
8 L.... 4 
1 1 




Captain, police 














1 


....jioo 




Surveyor 


1 

1 
12 

1 
2 








.::::::: 


1 
2 
18 
2 
3 






Translator 








i 


1 




1 

1 


....iioo 

....1 17 


; ;;; 


i 


.... 


50 
17 




Translator, junior. . . 
Typewriter 




2 




17 i.... 


6 

1 






3 




Typewriter, junior. . . 
















































1 






Total in Manila .. 


1,009 


61 


214 


6 


21 


12 159 ... 


30 L... 19 .... 


1,1()8 


51 


244 


6 


21 12 


HELD IN PROVINCES. 

Bookkeeper 








1 




1 




i ' ^ 


1 

36 
413 
484 
1 
1 
4 
1 
3 
12 












Clerk: 

First grade 

Second grade 

Third grade 

Compositor, junior. . 

Engineer, civil 

Ranger 


23 
379 
484 
1 
1 
4 
1 
1 
8 


'ii' 

15 


2 
50 

84 


-.-- 9 
5 13 
2 17 


"12 
13 


13 

34 




1 ....: 8 
3:.... 9 




'41" 
15 


3 
53 

84 


1 


8 
13 
17 


"'\2 
13 




















..!--..!... 


















2 

1 




60 
100 




. .i.. i. . 




.... 
...i 2 
...-I 1 
.... 1 




50 
100 
33 




Surveyor 






i._^. 






Translator . 




2 
4 




1 


....150 






Translator, junior. . . 


















........ 










i 








Total in prov- 
inces . . 


902 


56 


139 


7 


X6 13 54 




5 


1 

1 P 




956 


i 
56 144 


7 


15 


13 










Grand total 


1,911 


107 


353 


13 


18 12 213 




35 




i« 




2,124 


107 388 


13 


18 


12 



a This table does not include the Filipino teaoher examination held in June, 1906, as the rating of the 
papers of the competitors in this examination has not been completed. 

Table showing the number of persons taking educational examinations {exclusive of the 
teacher and Filipino teacher examination^ during the years ended June 30, 1905, and 
June 30, 1906. 





For original appoint- 
ment. 


For promotion or 
transfer. 


Total. 




Num- 
ber 

exam- 
ined. 


Num- 
ber 
passed. 


Per 

cent 

passed. 


Num- 
ber 

exam- 
ined. 


Num- 
ber 
passed. 


Per 

cent 

passed. 


Num- 
ber 

exam- 
ined. 


Num- 
ber 
passed. 


Per 

cent 

passed. 


During the ye^r 1904-5: 
. Americans in English . . . 

Filipinos in English 

In Spanish 


892 
1,497 
3,043 


519 

295 

1,356 


68 
20 
45 


306 
256 
512 


162 
73 
151 


53 
29 
29 


1,198 
1,753 
3,555 


681 

368 

1,507 


67 
21 
42 






Total 


5,432 


2,170 


40 


1,074 


386 


36 


6,506 


2,556 


39 






During the year 1905-6: 
Americans in English. . . 

Filipinos in English 

In Spanish 


474 
2,018 
1,680 


283 
366 
718 


60 
18 
43 


228 
213 
293 


115 
35 

98 


50 
16 
33 


702 
2,231 
1,973 


398 
401 
816 


57 

^ 18 

41 






Total 


4,172 


1,367 


33 


734 


248 


34 


4,906 


1,615 


33 
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Total showing the number of persons iahvng educational examinations (exclusive of the 
teacher and Filipino teacher examinations) ^ etc. — Continued. 



RECAPITULATION OF EXAMINATIONS. 





For original appoint- 
ment. 


For promotion or 
transfer. 


Total. 




Num- 
ber 
exam- 
ined. 


Num- 
ber 
passed. 


Per 

cent 
passed. 


Num- 
ber 
exam- 
ined. 


Num- 
ber 
passed. 


Per 

cent 

passed. 


Num- 
ber 
exam- 
ined. 


Num- 
ber 
passed. 


Per 

cenu 

passed. 


During the year: 

English 


2,530 
1,680 


061 

718 


26 
43 


513 
293 


183 
98 


36 
33 


3,043 
1,973 


844 
816 


28 


Spanish 


41 






Total 


4,210 


1,379 


33 


806 


281 


35 


5,016 


1,660 


33 






Previously examined: 

English 


8,360 
11,706 


3,793 
5,504 


45 
47 


2,283 
1,810 


1,174 
755 


51 
42 


10,643 
13,516 


4,967 
6,259 


47 


Spanish . . . 


46 






Total 


20,066 


9,297 


46 


4,093 


1,929 


47 


24, 159 


11,226 


46 






Total English 


10.890 
13,386 


4,454 
6,222 


.41 
46 


2,796 
2,103 


1, 357 
853 


49 
41 


13,686 
15,489 


5,811 
7,075 


42 


Total Spanish 


46 






Grand total 


24,276 


10,676 


44 


4,899 


2;210 


45 


29,175 


12,886 


44 







Appointments made in the Philippine classified civil service during the year ended June 

SO, 1906. 

ON CERTIFICATION BY THE BUREAU OF CIVIL SERVICE. 



Position. 


English registers. 


Spanish 
registers, 
Filipinos. 


Total. 


Americans. 


Filipinos. 


Apprentice 




19 


9 


28 


Assistant 


1 


1 


Bookbinder, junior 




3 


3 


Bookkeeper. 


1 




1 


Carriage painter 




1 

1 


1 


OhaJinTina/n , ^ - , 






1 


Clerk: 

First grade 


44 
4 


1 
43 
32 

2 


45 


Second grade 


105 

96 

1 

1 

1 


152 


Third grade 


12$ 


Compositor, junior 




3 


Customs guard 




1 


Electrotyper, junior 






1 


Engineer: 
Civil... 


1 

1 


1 


2 


Steam 




1 


Engineer of launch 




1 


1 


Engineer of road roller 


1 
14 




1 


Fireman: 

First class 






14 


Second class 




2 
2 


2 


Foreman of laborers \ 




2 


Foreman of shops , . 


1 
6 




1 


Hospital attendant 






6 


Letter carrier. 




3 
1 

1 


3 


Light keeper 






1 


Machinist 






1 


Manager-operator 


1 
3 




1 


Master lineman. 






3 


Master of cutter 




1 
1 


1 


Master of launch . . . ... 


1 
2 




2 


Mate of launch 




2 


Messenger . . 


5 


10 


15 


Nurse trained 


1 


1 


Observer, second-class 




1 


1 


Patrolman: 

First class 


7 




7 


Third class 




31 
1 


31 


Pressman, junior 






1 


Prison guard: 

First class 


7 




7 


Second class 




24 


24 



52 
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Appointments made in the Philippine classified civil service during the year ended June 

SO, 1906— Continned. 

ON CERTIFICATION BY THE BUREAU OF CIVIL SERVICE— Continued. 



Position. 



Ranger 

Stenograplier , 

Superintendent of coal yard 

Surveyor 

Teacher 

Filipino 

Filipino, normal school graduate. , 

Translator, junior 

Tjrpewriter 

Tjrpewriter, junior 

Veterinarian- 

Watchman 

Wheelwright 



Total. 



English registers. 



jAmericans. Filipinos. 



119 



174 



Spanish 
registers, 
Filipinos. 



300 



Total. 



2 

2 

1 

2 

12 

67 

12 

1 

2 

1 

1 

3 

1 



593 



APPOINTMENTS MADE THROUGH CHANGES IN THE CLASSIFIED SERVICE. 



Promotion 

Reduction 

Transfer 

Reinstatement . 

Total 



1,025 ; 


111 


46 i ' 


6 


220 


19 


53 ; 


9 



1,344 



145 i 



933 ! 2,069 

59 i 111 

226 i 465 

97 I 169 



1,315 i 2,804 



APPOINTMENTS MADE IN THE UNITED STATES. 





Position. 

ORIGINAL. 


Number. 


Accountant and clerk 


2 


Assistant . . ... 


1 


Chemist 


2 


Engineer, civil .... 


5 


Engineer, principal assistant 


1 


Field assistant in forestry 


3 


Nurseryman 


1 


Photoengraver. 


1 


Pressman 


1 


Printer 


2 


Stenographer and typewriter 


7 


Surveyor 


2 


Teacher -. -- . -- - . 


106 








Total original 


134 




BY TRANSFER. 




Clerk, chief 


1 


Draftsman 


1 


Forester 


2 


Proof reader and reviser 


1 


Teacher ■ 


2 


Teacher of agriculture - -- 


1 








Total by transfer 


8 




BY BEINSTATEMENT.a 




Clerk 


3 


Inspector, medical • 




Nurse, trained 




Stenographer and typewriter 




Surveyor , 




Teacher 




Veterinarian ^ - 










Total by reinstatement 


12 








Grand total 


164 







« For purposes of comparison with preceding reports, it should be noted that heretofore appolnt- 
menta by remstateraent in the United States have not been included in this table. 
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Appointments made in the Philippine clasdfied civil service during the year ended June 

SO, i906— Continued. 

RECAPITULATION OF APPOINTMENTS MADE IN THE PHILIPPINE CLASSIFIED 

CIVIL SERVICE. 



Nature of appointment. 



During ttie year: 

Original, in Philippine Islands 

Tiirough ciianges in the service 

Original, in the United States / 

By transfer from United States classified civil service 
By reinstatement in the United States 

Total 

Previously appointed 

Grand total , 



From 
English 
registers. 



293 

,489 

134 

8 

12 



1,936 
7,841 



9,777 



From 
Spanish 
registers. 



300 
1,315 



1,615 
5,828 



Total. 



593 

2,804 

134 

8 

12 



3,661 
13,669 



17,220 



Appointments made in the United States civil service in the Philippine Islands upon 
certification by the bureau of civil service during the fiscal year enaed June SO, 1906. 



Position. 



Number. 



ORIGINAL. 



Clerk 

Engineer, chief. . 
Extra observer. 

Mate 

Messenger 

Pack master 

Special laborer.. 

Storekeeper 

Store man 



Total original 

By promotion, transfer, or reinstatement. 

Grand total 



66 



INDEX. 



Page. 
Absence. {See Leave of absence.) 

Absolute appointment 29 

Accumulation of leave, extent to which allowed 23 

Act No. 5, providing for the establishment and maintenance of an efficient 

and honest civil service in the Philippine Islands 15 

Act No. 25, providing for the appointment and removal of subordinate 

officers and emploj^ees 20 

Act No. 102, regulating the salaries of officers and employees in the Philip- 
pine civil service, extract from 21 

Act No. 392, authorizing the employment of persons at salaries lower than 
those for which appropriation is made and designating persons author- 
ized to administer oaths for the bureau of civil service 22 

Act No. 1040, regulating the hours of labor, leaves of absence, and trans- 
portation of officers and employees 22 

Address, to be reported each month by officers or employees on leave of 

absence 38 

Age limitations 16,27 

Aliens, employment of 47 

Allowances on resignation after three years' service 25 

Applicants : 

Not eligible to examination 26,27 

Qualifications of 26, 27 

Application : 

For accrued leave of absence 40 

For return transportation to Manila 38 

For vacation leave of absence 41 

Applications : 

For accrued leave of absence — 

In case of persons who resign 24 

Procedure in making 24,35 

For examination 16, 26, 27, 38, 39, 40 

For leave of absence, suspension of action on 37 

For trades positions 27,39 

For vacation leave of absence, procedure in making 36 

Appointment : 
Absolute — 

Defined 29 

Failure to receive _-_ 29 

And employment 16,32 

Declination of 29 

Evidence of regularity of, prerequisite to payment of salary 32 

Examination prerequisite to 27 

Examination requirements relating to 88 

Form required for 40 

Of employees authorized at salaries lower than those for which appro- 
priation is made 22 

Of persons in the United States to the Philippine service, conditions of- 25 

Of subordinate officers and employees 20 

Probationary 16, 28 

Selection for, report of 89 

Temporary. (See Temporary appointment.) 

Usually made to lowest class in grade 29 

When preference Is to be observed in 19,28 

65 
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Appointments : Page. 

Decrease in number of, causes^ for 8 

In the Federal civil service in tlie islands 53 

In violation of law and rules 17 

Made in the United States — 

By reinstatement 7, 52 

By transfer 8,52 

Original 7, 52 

Made in the islands — 

Through changes in the service 7,53 

Upon certification 7, 53 

Not to be retroactive save in exceptional cases 47 

Statistical information in regard to 7,48,49,50,51,52,53 

Subject to approval of governor-general or heads of departments 20,32 

To the classified service, procedure in making 20,29 

Army, United States, persons detailed from, previous to passage of Act 

No. 1040, entitled to accrued leave 23 

Assignment of unclassified employees to classified positions not per- 
missible 20, 35 

Assignments within the classified service permissible 33 

Attendance : 

Daily record of 15,36 

Form required for daily record of 40 

Record of, to be kept by time clocks or tiine clerks where practicable 40 

Auditor, Insular, expense account to be filed with 38 

Bureau of civil service; 

Authority of, to require promotion examinations 45 

Change in organization of, from civil service board 5 

Oflicers of, how appointed 5,15 

Required to decide whether a position Is in the classified or unclas- 
sified service : 17 

Sixth Annual Report of 5-15 

To prepare rules 15 

To prescribe regulations and forms 26 

Certification : 

By sexes 28 

Examination papers to accompany 28 

For temporary appointment 28 

Form to be used in requesting 39 

Methods of 28 

Rule in regard to 28 

Selection from 15,28 

Waiving, conditions of 29 

Change in organization of clvll-service board 5 

Changes in extent of the classified service 12 

Changes in grade or class for political or religious reasons forbidden 34 

Changes In the service: 
Reports of — 

To be made monthly 17,35 

Form to be used In making 39 

Citizenship, requirements as to 26 

Civil service act 15 

Appointments In violation of 17,18 

Enforcement of 20,26 

Offices included within provisions of 15 

Purpose of 15 

Civil service of the Philippine Islands, extent of 15, 19 

Civil service rules 26 

Approval and promulgation of 20,26 

Enforcement of 16 

Preparation and certification of 15 

Class, the term defined 26 

Classification of all offices and employments provided for 15 

Classified service : 

Appointment to, subject to examination . 27 

Assignment of unclassified employees to, not permissible 17,32 

Bureau of civil service required to decide what positions are in the 17 
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Classified service — Coatinued. Page. 

Changes in extent of the 12 

Extent of 15 

Procedure in making appointments to 28,29,32 

Rules applicable to 26 

Transfers to, from unclassified service 30 

What is meant by ' 20 

Coercion, political, prohibited 18,34 

Commutation of accrued leave on resignation or death 24,36 

Conditions of the appointment of persons in the United States to the 

Philippine service 25 

Contract between employee and government : 

Nature of 25 

Reentrance into service when violated 25,30 

Contracts, special 25 

Contributions, political, prohibited 18 

Correspondence, ofiicial, relating to appointments in the classified service 

to be conducted through the bureau of civil service 29 

Decrease in number of appointments, causes of 8 

Decrease in number taking examinations, causes of 7 

Deduction from pay 9,20,33 

Definitions of terms used in civil service rules 26 

Disbursing ofilcers : 

To be furnished evidence of regularity of appointment 18, 32 

When prohibited from paying salaries 17,32 

Disloyalty a disbarment from holding office 18 

Disqualifications for examination or eligibility 18,20,26,28 

Eaton, Dornian B., on civil service in Great Britain 9 

Efficiency : 

Considered in competitive examinations for promotion 16,32 

Record, forms required for 40 

Record of, kept and reported to the bureau of civil service semi- 
annually 32 

Report, semiannual, form required for - 41 

Scheme for rating 32 

Eligibility : 

Period of 28 

Suspension of — 

During absence from the islands 28 

On enlistment '. 28 

Eligible rating, what constitutes 28 

Eligibles : 

Objection to, by appointing officers 28 

Selection of 28 

Temporary appointment of 29 

With same rating 29 

Emergency employees not entitled to benefits of leave of absence 23 

Emergency emplojmient, when authorized 29 

Employees : 

Deceased, accrued leave of absence due 24 

In the service before classification, status of 19 

Official roster of officers and 15 

On leave to report address monthly 38 

Return transportation to the United States for, when furnished 25 

Salary classification of 21 

English, Filipinos taking examinations in 50 

Enlisted men : 

Excepted from time requirements for reinstatements 30 

How to proceed to secure an examination 26 

In the Philippine civil service not entitled to leave 23 

Examination : 

Disqualification for . 18,20,26,27 

Papers, method of rating 28 

Papers to accompany certification 28 

Physical 16,26 

Prerequisite to appointment in the classified service 27 

Requirements relating to appointment and promotion. __ — _ 38 
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Examinations : Page. 

Classes of persons debarred from 26 

Competitive, authority for holding 15, 16,27 

Dates and places of 16,27 

Decrease in number taking, causes of 6 

Exclusion from, of the morally unfit 10 

For teacher 6 

In English, number of Filipinos taking 50 

In the United States 16,27 

Noncompetitive promotion 16, 27, 46 

Noncompetitive, when they may be held 16,27 

Rule in regard to 27 

Statistical information in regard to 6,48,49,50,51,52,53 

Transfer, when required 31 

Examining committees: 

Appointment of 17, 27 

Appointment of promotion 31 

Exceptional cases, promotion in 32 

Exceptions to the Civil Service act and rules 12 

Exclusion of the morally unfit 10 

Executive orders to be promulgated by the Governor-General, regulating 

the provisions of Act No. 1040 25 

Experience considered in competitive examinations for promotion 16,31 

Federal civil service : 

In the Philippines, appointments to 8 

Persons detailed from, prior to the passage of act No. 1040, entitled 

to accrued leave 23 

Persons in, paid from insular funds 23 

Transfers from 31 

Transfers to 31 

Filipinos : 

Preferred in appointment 19 

Taking examinations in English 50 

Fines 9 

Fire service of Manila, members of, method of selection 16 

Forms : 

Civil service, furnished on request 41 

Prescribed by the bureau of civil service 26 

The term defined * 26 

Frauds and penalties 18 

Frequency of promotions, rule regulating 32 

Grade, the term defined 26 

Guards at prisons and penitentiaries 16 

Half salary : 

En route from the United States not allowable on separation prior to 

expiration of two years' service 43 

When granted 23,25,46 

When it begins 43 

When leave does not accrue thereon 43 

Heated season, ofiice hours during the 22,35 

Hours of labor: 

Act regulating 22 

During the heated season 22,35 

May be extended 22,35 

Minimum 22,35 

Rule in regard to 35 

Uniform 11 

Investigations, authority to make 17 

Judges, act No. 1040 not applicable to 25 

Laborers, semiskilled and unskilled : 

Employment of 20,35,39 

Monthly reports concerning 35 

Natives to be given preference as 35 

Not entitled to benefits of leave of absence 23 

Not to be assigned to classified positions 35 

Oath of loyalty required of 35 
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Laborers, semiskilled and unskilled — Continued, Page. 

Removal of 20, 35 

Salaries of 38 

Laws relating to the Philippine civil service 15 

Leave of absence : 

Accrued 11 

Accumulation of, extent to which allowed 23 

Allowances in connection with, to visit the United States 23 

Application for, to be made two weeks in advance 36,41 

Commutation of, on resignation or death 24,36 

Commutation of, not to be made if employee remains in the 

islands 47 

Conditions under which granted 23 

Excess vacation leave to be charged to, on separation 37 

Form of application required for 40 

How computed 36 

In case of lack of work or abolishment of position 47 

In case of death 24,36,46 

Not allowable to teachers 23 

Payment for, when withheld 24 

Procedure in applying for . 24 

Restriction of, recommended 11 

Schedule under which granted 24, 36 

Tfme limit for filing applications in cases of persons who resign. 24 
Unused, money value of, must be refunded before return to duty, 

if commuted 47 

When earned at different rates of compensation 36 

When payment for, may be made in advance 36 

Act regulating 22 

Contingent upon necessities of the service 38 

Does not accrue on half salary, when 43 

During first two years' service in excess of vacation leave 37 

Not allowable on separation for cause 41 

Not allowable on separation prior to two years* service 37,4*3 

On account of illness — 

Evidence to be submitted 36,37 

How charged against regularly appointed employees 24 

How charged against teachers 24,37 

Six months, separation after 24 

When salary may be paid in cases of 24, 37 

On account of wounds or injuries- 24, 37 

On Saturday, Sunday, or a holiday 38 

Payment for, when employee has served in more than one bureau 

or ofllce 44 

Persons not entitled to 23 

Record of, to be kept by heads of bureaus and offices 15, 36 

Report of, to be made by heads of bureaus and offices 15, 36, 39 

Rule governing 36 

Unexplained, in the United States 38 

Vacation 23 

Application for, for two days or less_ 36 

Application for, how made 24,36 

Application for, to be made five days in advance 36 

Conditions under which granted 24 

During first six months' service 24, 36 

During first six months' service after reinstatement 43 

Excess, to be charged to accrued leave of salary on separation 37 

For teachers 23, 24, 37 

Payment for, when withheld 37 

Schedule under which granted 24 

When salary changes during the year 36 

When action may be suspended on applications for 38 

Withholding of salary on account of 37 

Without pay 24 

rx)yalty : 

Evidence of, required 26 

Oath of - 18 
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Page. 

Medical certificate 36, 37, 40 

Morally unfit, exclusion of the 10 

Municipal treasurers not entitled to leave of absence 41 

Navy, United States, persons detailed from, previous to passage of Act 

No. 1040 entitled to accrued leave 23 

Noncompetitive examinations : 

Authority to require, in case of promotion 32,46 

May be required for reinstatement 27 

When required for promotion 27 

When they may be held 16 

Oath of loyalty required 18,26 

Oath of office, form required for 40 

Oaths, persons authorized to administer 22 

Objectinns to eligibles certified 28 

Office hours 11 

Officers : 

Elective, not entitled to leave of absence 42 

Of Bureau of Civil Service, how appointed 5,15 

The term defined 26 

To aid in enforcement of civil-service rules 15 

To facilitate examinations 16,27 

Opinions of the Attorney-General 41 

Organization of Civil Service Board, change in ? 5 

Overtime worlc 35 

Penalties and prohibitions 18. .'>3, 34 

Permission : 

Necessary to engage in private business 34,46 

Requisite to seek transfer 31 

Physical examination 16, 26 

Police service of Manila, members of, method of selection 16 

Political action, coercion of, forbidden 18,34 

Political contributions prohibited 18 

Political or religious opinions of applicants not to be disclosed 18,34 

Preference in appointment 19,28 

Private business in connection with public service 23, 34,46 

Probationary appointment 16 

Probationer : 

Discharge of 29 

Name of, may be restored to the register 29 

Reduction of 29 

Professional positions, method of filling vacancies in 15,27,29 

Prohibitions and penalties 18,33,34 

Promotion : 

Authority to require examinations for 31,45 

Examination requirements relating to 32 

Examinations 16, 18 

Examining committees 31 

Experience and efficiency considered in competitive examinations for_ 16, 31 

Frequency of 32 

Noncompetitive examinations, when required for_^ 16,27 

Not to be retroactive save in exceptional cases 47 

Positions to be filled by 19 

Recommendations for, by whom may not be made 32 

Rule for 32 

Salary limitations for, resulting from certain examinations 38 

Suspcnsicm of action on 32 

Vacancies to be filled by 19,31 

Provinces, examinations held in 49 

Public buildings for examinations, authorization to use 17,28 

Uecommendations : 

Disclosing political or religious opinions not to be considered 34 

For promotion, by whom may not be made 32 

Record : 

Daily time . 35 

Daily time — 

Form required for 40 

To be kept on time clocks or by time clerks where practicable 40 
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Page. 

Record — Con t i ii ued. 

Of attendance and absences i 15, 30 

Of efficiency of employees, kept and reported semiannually 32 

Of efficiency of employees, forms required for 41 

Of leaves of absence to be kept by heads of bureaus and offices 15,41 

Reduction in force 8 

Reductions : 

In salary, when allowed 20,34 

Of probationer 29 

Of unclassified employees, reports to be made on 33 

Procedure in 33 

Reentrance to the service in case of violation of contract 25 

Reinstatement : 

Eligibility for, to be considered in cases of resignation 33 

Examinations for, when required 27 

Form to be used in requesting :_. 39 

Of persons in the United States 30 

Of persons separated from the service prior to the completion of con- 
tract 30 

Rule governing 30 

Salary limitation for 30 

Time limitations for 30 

Vacation leave not to be allowed until six months after 43 

Religious opinions not to be disclosed by applicants 18,34 

Removal : 

Actions which render employees liable to ^^ 27,34 

Cause of, how to be published by officer 38 

During probationary period 29 

Of officers or emplo'^ees for cause, procedure in 33,34 

Of officers or employees subject to approval of governor-general or 

Secretary of Department 20 

Of unclassified employees, reports to be made on 33 

Of unskilled laborers not subject to approval of governor-general or 

Secretary of Department 20 

Reorganization act 5 

Report, efficiency, to be made semiannually to the Bureau of Civil Service. 32 

Report, Sixth Annual, of the Bureau of Civil Service 5 

Reports, monthly : 

Of changes in the service to be made to the Bureau of Civil 

Service 15, 83, 34, 39 

Of laborers to be made to the Bureau of CivilService 35 

Resignation : 

Allowances on, after three years' service 25 

Character of service to be stated on 33 

Commutation of accrued leave on 24,36 

Procedure in cases of 33 

Resolutions of the Philippine Commission 46 

Restoration of probationer's name to the register 29 

Retransfers to the classified service 31 

Roster of officers and employees, official 15,35 

Rules, Civil Service. (See Civil-Service Rules.) 

Salary classification of employees 21 

Salary equivalent of accrued leave due payable to estate on death 24, 46 

Salary limitations, regulations relating to 39 

Salary : 

To be withheld on violation of contract 25 

When withheld on account of absence 24,37 

Withheld on account of appointment in violation of act and rules 17 

Scientific positions, method of filling vacancies in 15,29 

Separation : 

After six months' leave of absence on accoimt of illness, wounds, or 

injuries 24 

For cause, leave not allowable on 41 

On account of reduction in force 8,47 

Prior to two years' service, leave not allowable on 37 

Sex, when regarded in certification 28 

Sick leave, {See Leave of absence on account of illness.) 
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Page. 

Skilled workmen, examinations for positions of 16,27 

Soldiers, sailors, and marines, discharged, preferred in appointment 19, 28 

Spanish : 

Papers in eases of separation written in, to be translated 34 

Translating, tests in 2T 

Special contracts 25 

Special examiners 17, 27 

Statistical information regarding examinations and appointments 7,48 

Suspension : 

Of action on applications for leave 38 

Of action on promotions 32 

Without pay 10,20,32,33 

Teacher, position of, placed within the classified service 19 

Teachers : 

Absence of, during school session 37 

Absence of, on account of illness 37 

Examinations for 6 

Resignation of, when allowed 37 

Vacation allowed on resignation 37 

Vacation of, with permission to visit the United States 37 

Vacation pay allowed to estate in case of death 37 

Technical positions, method of filling vacancies in 15,27,29 

Temporary appointment : 

Of eligibles 29 

Of eligibles, certification for 28 

Temporary employees : 

Not entitled to leave of absence 23 

Subject to examination 19 

Temporary employment : 

Authority for 16 

For emergency 29 

Restrictions upon 16 

Tenure of office 8 

Trades positions, applications for 27 

Transfers : 

Examination for 31 

Form required for 31,39 

From the Federal classified civil service 16, 25, 31 

Permission requisite to seek 31 

Rule governing 31 

To the Federal classified civil service 31 

Within the Philippine civil service 16 

Translating tests in Spanish and English '^. 27 

Translation to be made of papers written in Spanish in cases of separation. 34 

Transportation : 

Application for return to Manila 38 

Cost of return, deposited with the Bureau of Insular Affairs 38 

Time allowed for, when visiting the United States 23 

When furnished to employees returning to the United States 46 

Traveling expenses: 

Account of, to be filed with insular auditor 38 

Act regulating 22 

From the United States not allowable on separation prior to expira- 
tion of two years' service 44 

From the United States not allowable to natives of the Philippine 

Islands returning from leave 44 

When allowed 23 

Treasurers, municipal, not entitled to leave of absence 41 

Unclassified employees, reduction and removal of, reports to be made to 

the Bureau of Civil Service 33 

Unclassified positions, designations of__l 19 

Unclassified service: 

Assignments of employees in, to classified positions not permissible.. 32 

Bureau of Civil Service required to decide what positions are in 15 

EJxtent of 19 

Rules applicable to 26 

Transfers from, to classified service 31 
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United States Civil Service. {See Federal service). 

Vacancies : 

Filled by promotion 19,31 

Methods of filling 28 

Vacation : 

Of teachers 23 

When allowed teachers on resignation 37 

Vacation leave of absence. (See Leave of absence.) 

Violation of contract, reentrance into service after 25 

Violation of civil service law and rules 18 

Witholding of salary : 

On account of absence 24 

Work, temporary in character, authorization for employment in 30 

Workmen, skilled, positions of 16,27 

Wounds or injuries, absence on account of 24,37 
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